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Chapter 1
INTRODUCTION AND POLICY

1-1. Terms Used. The following definitions apply for
the purpose of this regulation:

a. Basic Ordering Agreement. The legal contract
between the United States Government and the nontem-
porary storage contractor.

b. Contracting Officer. The person executing the
Basic Ordering Agreement on the behalf of the govern-
ment. The term includes, except as otherwise provided in
the Basic Ordering Agreement, an authorized representa-
tive of the contracting officer acting within the limits of
his or her authority.

c. Household Goods. Furniture, appliances, clothing,
baggage, and all other personal effects of a similar
nature. It does not include automobiles, major spare as-
semblies for automobiles, and other motor vehicles;
trailers with or without property; boats; inboard or out-
board motors; alcoholic beverages; animals (pets in-
cluded); plants; utility or storage sheds of any type; food-
stuffs (except as authorized by HQ USAF/LETT), danger-
ous materials, such as ammunition, flammables, and
acids; and wooden or metal fencing or fence posts or
building materials.

d. Lot. The personal property placed in storage at
government expense and covered by one service order.

e. Nontemporary Storage. All storage that is not
used in connection with a line-haul movement of house-
hold goods and is provided by a contractor who has a
basic agreement.

f. Ordering Officer. The contracting officer of a using
activity or an individual appointed by the contracting
officer of a using activity to issue service orders under a
Basic Ordering Agreement.

g Owner. The military member or civilian employee
in whose name the property is stored.

h. Regional Storage Management Office (RSMO).
An office established to manage the DOD basic ordering
agreement household goods storage program within a
specific geographic area.

1. Using Activity. An installation, base, or command
of a military department or a government agency that
has been properly authorized by the contracting officer to
issue service orders for the storage of household goods.
The name of the activity has been included on a list of
such installations, bases, commands, or agencies fur-
nished to the contractor.

1-2. Removal of Household Goods From Non-
temporary Storage for Oversea Shipment. The stand-
ard procedure for removing household goods from non-
temporary storage to ship to an oversea duty station is to
send DD Form 1299, Application for Shipment and/or
Storage of Personal Property. This application must be
supported by dependent travel authority or other specific
oversea command authority. However, if the goods must
be removed and shipped on an urgent basis, the oversea
Traffic Management Officer (TMO) may furnish the data
required on the DD Form 1299 by message. The format is
set forth in attachment 1. The member or his or her agent

must preparg and sign the DD Form 1299 before the mes.
sage is sent. Mail the DD Form 1299 with supporting
documents to the origin TMO at the time the message re-
quest is released.

1-3. Shipping Household Goods From Non-
temporary Storage for Member Returning to the
Continental United States (CONUS). If a member is re-
turning to the CONUS to be separated from the service
not in a pay status (Joint Travel Regulation (JTR), para-
graph M8261, AFR 75-25, paragraph 5-12), the member
may ship household goods from an oversea duty station
directly to his or her home of record or place of entry into
the service.

a. Household goods may not be shipped from nontem-
porary storage on the order returning the member from
overseas to be separated at a processing station in the

CONUS.

b. If a member is being separated from the service not
in a pay status, attach a copy of the “separation order” to
the application for shipment of household goods from
nontemporary storage. Before making this shipment, the
TMO must get the gross, tare, and net weights of all ship-
ments made based on the “separation order.” Make sure
that these weights do not exceed the member’s weight al-
lowance as shown in the JTR. If they exceed the weight
allowance, the member must pay the excess costs before
the shipment can be made.

¢. If a member is to be separated from the service in a
nonpay status and his or her weight allowance, as shown
in the JTR, has been used up, no more shipments will be
made at government expense or by government arrange-
ment.

1-4. Temporary Storage in Basic Agreement Stor-
age Facility Upon Assignment to a Duty Station Near
the Storage Facility or the Place of Separation or
Relief From Active Duty. Temporary storage after the
first 90 days is authorized under certain conditions. (See
JTR, paragraphs M8100-2b and M8258). The member
must submit DD Form 1857, Temporary Commercial
Storage at Government Expense, and must outline the
reasons why the additional storage is needed. If the
household goods are not taken out of storage before the
end of the first 90 days and:

a. If the member has not asked for, and has not been
given, approval for additional storage, or

b. If the member’s storage account has been terminat-
ed under the NOTEMPS procedures, the member must
pay all storage costs after the first 90 days.

(1) If after-the-fact approval for storage is given, the
TMO must send a copy of this approval to the member.
The member may ask to be paid back the costs that were
incurred (JTR, M8500).

(2) Costs for this additional storage may be paid for
under the NOTEMPS system only if a DD Form 1164
Service Order for Household Goods, changing the storage
lot to the member’s expense has not exceeded the expira-
tion date shown on the service order. If the cost of the
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storage is to be paid for under the NOTEMPS system,
change the expiration date of the member’s storage lot to
show the new storage time if it does not exceed the orig-
inal date.

(3) If the member has not asked for shipment of the
property by the end of 90 or 180 days, as applicable, the
lot reverts to the member’s expense as shown in chapter
3.

1-5. Drayage and Storage Due to Use of Govern-
ment or Government Controlled Quarters.

a. The officer who assigns the member’s quarters must
list any items of personal property that must be put into
nontemporary storage because of the assignment to, be-
tween, or from government quarters. (Ordinarily, this
officer is the chief of the family housing management
office for family housing, or the billeting officer for unac-
companied quarters.)

(1) The TMO stores at government expense only
those items listed and authorized by this officer.

(2) This authority must be in writing and must have
the accounting classification to which the storage costs
are to be charged.

b. Property put in nontemporary storage due to the as-
signment to, between, or from, except on PCS, govern-
ment quarters may not be taken out of storage before the
end of such assignment without the written authority of:

(1) The officer responsible for quarters assignment if
it is to be taken out at government expense.

(2) The TMO if it is to be taken out at the expense of
the member.
NOTE: A supplemental service order is used in both
cases to decrease the weight and deobligate funds to be

paid by the government if the weight taken out is more
than the variance set forth in the basic agreement.

1-6. Excess Weight Costs. The member must pay the
cost for the preparation, drayage, handling, and storage
charges for weight of household goods that exceeds his or
her weight allowance. When the weight allowance in the
JTR has been exceeded, the TMO takes action to:

a. Advise the contractor as set forth in paragraph 3-8.

b. Collect for services due to storage of this excess as
set forth in paragraph 3-8.

c. Tell the member that he or she must pay for any fur-
ther storage costs for this excess and that he or she must
deal with the contractor to arrange for the necessary pay-
ments. The member bears the risk of damage or loss of
this excess during the time the property is stored at his or
her expense.

" T AFR75-17 < ZUrepruary Lvoi

1-7. Extension of Storage Entitlements:

a. The TMO has no authority to extend an entitlement
to storage if the member does not have proper authoriza-
tion; that is, an official personnel action extending the
oversea tours, official orders for consecutive oversea
tours, or TMO approval for extension of temporary stor-
age.

b. The TMO uses AF Forms 2474, Expiration of Non-
temporary Storage Accounts, and 2476, Request for Au-
thority to Continue Nontemporary Storage Entitlements,
to tell the member or civilian personnel office to send the
documents to back up the continued storage of the house-
hold goods at government expense.

c. If there is no reply to the AF Form 2474 or 2476 and
all other efforts to find the member or the employee have
not been successful, the TMO must revert the lot to the
expense of the member at the end of the entitlement.

1-8. Professional Books, Papers, and Equipment:

a. The Air Force will not authorize an additional
weight allowance for nontemporary storage of profes-
sional books, papers, and equipment pending the return
of an Air Force member to the CONUS, except as author-
ized by AFR 75-25, paragraph 1-4. Weight allowance
credit for these items put in the nontemporary storage lot
pending oversea shipment is authorized.

b. Military Affiliate Radio Station (MARS) Equip-
ment. If a MARS member is assigned to an oversea area
where individual MARS operation is not authorized by
the host government, MARS equipment may be put in
nontemporary storage pending the member’s return to

the CONUS.

1-9. Reference Directives:

a. AFM 12-50, table 75-3.1, Disposition of Air Force
Documentation.

b. AFR 75-25, Movement and Storage of Personal
Property.

c. AFM 75-305, Personal Property Movement and
Storage System.

d. AFM 177-102, Commercial Transactions at Base
Level.

e. DOD 4500.34R, Personal Property Traffic Manage-
ment Regulation.

£ Joint Travel Regulations (JTR), volumes I and II.
g. Defense Acquisition Regulation (DAR).
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Chapter 2
PROCESSING PROCEDURES

2-1. Low-Cost Contractor. When the application and
backup documents are received, the ordering office uses
the low-cost contractor as shown on the Cost Comparison
List (PCN: SO 008-003 and PCN: SO 008-022) and Basic
Agreement Rate Spread List (PCN: SO 008-004 and
PCN: S0 008-023)(DOD 4500.34-R, chapter 10).

2-2. Service Orders:

a. A service order number is assigned for the contract
services being offered. These numbers are assigned as set
forth in the Defense Acquisition Regulation (DAR) and
entered in the Service Order Register in numerical se-
quence. The TMO or ordering officer is responsible for as-
signing service order numbers. The TMO or ordering of-
ficer, as the appointed contracting officer, will:

(1) Call the contractor and ask if he or she can give
the service and identify if the lot is being stored pending
oversea shipment or for the length of the owner’s oversea
tour. If the contractor can give the service, issue a DD
Form 1164, Service Order for Household Goods, to con-
firm the services that were orally ordered (see attach-
ments 2 and 3).

(a) “Upright” wardrobes, if required, must be
asked for when the first call for service is made to the
contractor. This is confirmed as shown in attachment 3
and in DOD 4500.34-R, appendix M.

(b) The DD Form 1164 must have the statement
“Certified Platform Scales May be Used For Obtaining
Weights” if such scales have been authorized for weigh-
ing household goods (DOD 4500.34-R, appendix M).

(c) If the low-cost firm is not used, the statement
“Low-Cost Contractor Unable to Handle” will be put on
each copy of the service order (DD Form 1164) except the
copy sent to the firm. Only the ordering office’s contract
file will have a list of firms refusing the lot and the rea-
son for refusal.

b. The DD Form 1164 will be signed and copy two
sent, before the pickup date, to the contractor providing
the service. The rest of the copies of the DD Forms 1164
and 1299, special orders, and backup documents will be
kept in the individual case files and in suspense until the
contractor sends the warehouse receipt/inventory and
certified weight certificates.

c¢. Distribution of DD Form 1164:

(1) (Copy 1) Accounting & Finance Office (AFO); to
AFO with the monthly or quarterly invoice.

(2) (Copy 2) Contractor; to the contractor before the
date the services asked for must be done (DOD
4500.34-R, chapter 10).

(3) (Copy 3) TMO; put in individual case file.

(4) (Copy 4) Accounting & Finance Office (AFO); to
AFO with copy 1.

(5) (Copy 5) Regional Storage Management Office
(RSMO); put the lot number, net weight, and storage loca-
tion on the form and send it to the area RSMO.
(NOTE: These copies are sent weekly.)

(6) (Copy 6) Suspense; put the lot number, net

weight, and storage location on the form and send it to
the civilian personnel officer for the area in which prop-
erty owner is assigned if services are for a civilian em-
ployee. If services are for a military member, send to the
address designated by the member.

(7) (Copy 7) Uniformed Services Finance Officer; to
the proper service finance office with copy of special or-
ders and DD Form 1299 (DOD 4500.34-R, chapter 4).

2-3. New Lots. Keep the individual case files for new
nontemporary storage lots in a suspense file until the
documents shown in paragraph 2-2b are sent back. When
the warehouse receipt/inventory and certified weight cer-
tificate come back, write the weight, lot number, physical
location of the property, number of upright wardrobes
used, professional books, paper and equipment, etc, on
the DD Form 1164 and:

a. Check the forms for accuracy.

b. Make other edits as may be required, such as: review
for more than authorized weight allowance put in stor-
age, items not authorized for storage, professional items
shown, etc.

c. Put the net weight on the copies 5 and 6 of the DD
Form 1164 and send to the RSMO and owner.

d. Do an “AT” card on AF Form 1530, Punch Card
Transcript, for keypunch and verification of data.

e. Keep the individual case file in suspense until the
Basic Agreement Services—Handling-In Invoice (PCN:
SO 008-016) is received and processed.

2-4. Partial Withdrawals (See Attachment 4):

a. The the individual case file on lots that need a par-
tial withdrawal from storage and keep it in the suspense
file until the following are received: the weight certifi-
cate showing the actual weight taken out of storage;
weight certificate for weight that was put back into stor-
age, if applicable; and the new or revised warehouse re-
ceipt/inventory for the property still in storage.

b. If the contractor has no platform scales, show on the
DD Form 1164 the use of constructive weight based on 7
pounds per cubic foot for that weight rehandled to take
out certain items. If constructive weight is used, the case
file must be annotated to require a reweigh when the lot
is taken out of storage.

¢. Do not pay the contractor if the certified weight cer-
tificates or certificate of total cube of the property that
was rehandled due to the partial withdrawal has not been
returned.

d. Get a copy of the weight ticket and carrier descrip-
tive inventory so that they can be verified when a line-
haul movement is involved. Weight tickets or certificate
of total cube rehandled are the responsibility of the con-
tractor.

e. Report problems that cannot be resolved between
the contractor and the ordering officer to the area RSMO
for resolution.

f. List the weight actually removed and weight re-
handled back into storage on the DD Form 1164 and:
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(1) Check forms for accuracy.

(2) Send the properly noted fifth copy of DD Form
1164 to the RSMO.

(3) Prepare an AF Form 1530 for keypunch and veri-
fication of data required for a handling-out transaction.
The copy of the DD Form 1164 marked “SERVICE OR-
DER SUSPENSE” is sent to the proper civilian personnel
office or member, as applicable. Keep the rest of the cop-
ies of DD Forms 1164, 1299, special orders, and allied
documents in the individual property owner's case file, in
suspense, pending the receipt and processing of the Basic
Agreement Service—Handling-Out Invoice (PCN: SO
008-017) as outlined in chapter 4.

2-5. Complete Withdrawals (See Attachment 5).
Process individual case files kept in suspense for lots that
are to be completely taken out of storage.

a. Comply with DOD 4500.34-R, appendix M. If a lot
is taken out of storage and the weight is found to be at
least 200 pounds less than the weight first recorded by
the contractor, and there are no missing items, the T™O
will ask for a destination reweigh of the property.

b. Based on receipt of the DD Form 1671, Reweigh of
Personal Property, the TMO will:

(1) If the contractor has been paid on the higher
weight, obtain reimbursement from the contractor. Any
problem encountered in collecting from the storage con-
tractor will be referred to the proper RSMO for collec-
tion.

(2) If the weight variance is in favor of the contrac-
tor, tell the contractor of the erroneous weight and that
he or she may submit a voucher for the additional charges
due.

(3) Base reimbursement from or to the contractor on
the lowest weight.

" T AFR 75-17 20 February 1951l

2_6. Other Actions. Supplemental service orders will
also be issued to:

a. Stop storage due to end of an entitlement.

b. Correct service orders; for example, services left off
an initial service order, changed pickup date, wrong fund-
ing, late pickup of household goods from storage and
other needs (see attachment 6).

2_7. Cost Comparison. Storage of household goods
may be authorized in government or commercial storage
facilities. The TMO will keep a cost comparison product
(PCN: SO 008-003) that gives the cost for government
storage and the lowest cost commercial contractors by
rate ascending order based on weight (500-pound mini-
mum), and time of storage (6 months to 48 months).

a. The NOTEMPS system gives a cost comparison list
(PCN: SO 008-003) for the 500-pound rates that satisfies
this need and is produced when asked for by the TMO as
shown in AFM 75-305, part two.

b. The TMO must check his or her area of responsi-
bility each time a contractor changes, deletes, or expands
the service area or each time the description of zones of
the service area is redefined.

c. To get a cost comparison between contractors, the
service area must be standard and the same for each con-
tractor giving service under the 500-pound minimum
rate structure. The county or multicounty service area
shown in attachment 11 is for the 500-pound minimum
rate. Any change to a contractor’s service area (county or
multicounty) that causes a nonstandard service area
when compared with the other contractor’s service area
affects the cost comparison. The area RSMO must be told
of these changes so that corrective action can be taken.
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Chapter 3
PREPARATION OF SOURCE DOCUMENTS

3-1. General Instructions. The use, purpose, and in-
structions for keypunching input cards for the
NOTEMPS system are in AFM 75-305, part two. Any
change or revision to a current basic ordering agreement
that has an impact on the contractor’s rates must be key-
punched and put into the Master Rate File on an “as re-
quired” basis (AFM 75-305, part two). The area RSMO
will be advised of basic ordering agreement or modifica-
tions that have an impact on rates that are received after
the effective date of the change. They will be advised of
the name of the firm, basic ordering agreement or modifi-
cations number, effective date, and date of receipt of the
change. The first day of the next month will be set as the
new effective date and put into the Master Rate File.

3-2. Accounts Reverted to Property Owner’s Ex-
pense. Lots that have passed the entitlement to storage
at government expense will be changed to the expense of
the property owner.

a. Send AF Form 2474, as follows:

(1) Short Term Storage (JTR, paras M8100, M8203,
and M8257). AF Form 2474 is made up when the proper-
ty owner asks for storage of the household goods. The
counselor gives the property owner a copy and explains
what it says. A copy is also put in the individual case file.
A followup AF Form 2474 with return addressed enve-
lope is sent to the property owner no later than 30 days
before the first day of the month in which the entitle-
ment to storage at government expense ends.

(2) Long-Term Storage (JTR, paragraphs M8101-7,
M8259, M8260, M8261, M8262, and volume 2, chapter
8). If the property was not put in storage because of as-
signment to government quarters, use AF Form 2474 as
follows:

(a) Military Personnel:

1. Send it with a self-addressed envelope for
first notice to the member at the last known current ad-
dress. Send it 75 days before the first day of the month
when the entitlement to storage at government expense
ends. :

2. If there is no reply to the 75-day notice, send
another AF Form 2474 by certified mail. Send this notice
by 45 days before the first day of the month when the en-
titlement to storage at government expense ends.

3. If the notice of expiration is sent back marked
“no record of individual this unit,” etc, ask for locator aid
from:

Air Force AFMPC/DPMDRM-2
Randolph AFB TX 78148
Army Department of Army/AG Service Personnel Lo-
cator Branch
Washington, DC 20330
Marine Corps Directorate of Personnel Services
MC-MSRB-22
Washington, DC 20380
Navy

Naval Supply Systems Command/
N04050

Washington, DC 20376

If there is no reply to the request for locator help, ask for
assistance through MAJCOMs.

(b) Civilian Employees:
1. Send an AF Form 2476 in the same way and
time as for military personnel.

2. If there is no reply to the 75-day notice, ask
for location help from the service’s oversea MAJ COM/di-
rector of civilian personnel responsible for the area where
the employee was first assigned.

b. If there is no reply from the member or the civilian
personnel agency, the storage service of the individual ac-
count is changed to the property owner’s expense when
the entitlement to storage at government expense ends.
Use a DD Form 1164, as a supplemental service order to
do this and distribute it as shown in paragraph 2-2c¢. The
property owner has the right to the poststorage service as
long as a shipping entitlement exists. The poststorage
services will be obtained by local contractual arrange-
ments.

c. Send a letter with the government copy of the ware-

house receipt/inventory to the property owner stating

that the lot has been changed to storage at the property
owner’s expense (DOD 4500.34R, chapter 10 and appen-
dix M).

d. Use an “AC” card (AFM 75-305, part two) to change
the lot to storage at the member’s expense. Put an “XXX”
in the appropriation code data field.

e. The system will compute the prorated storage cost
to be paid by the government based on the effective date
in the AC card. This cost will be on the quarterly storage
invoice (PCN: SO 008-018). The lot is listed on the mas-
ter record list (PCN: SO 008-014) with the “XXX” appro-
priation code to show that it is stored at the property
owner’s expense. In the quarterly processing, the system
will delete these accounts and show them as taken out of
storage in the “Lots Removed” column of the MTMC-20
report.

f. Keep individual case files for these lots (paragraph
5-1 and attachment 7). Mark file as “Accounts—Mem-
bers Expense” if there is a right to ship and if the actions
inb through e above have been done.

(1) If there is no entitlement to ship under JTR
M8261-6 or volume II, part E, chapter 4, and the lot has
been changed to the expense of the property owner dur-
ing the quarter, the lot will automatically be taken out of
the system in the quarterly processing. The system will
compute all storage costs and update the MTMC-20 re-
port as stated in paragraph 3-2e. Do not use a “BW” card
to handle out a lot that has been changed to the expense
of the property owner.

(2) After quarterly processing, put the individual
case file in the “Inactive Accounts File”.

g. If extension or storage authorization is received af-
ter the supplemental service order is issued, but before
the date the property is to be stored at the member’s ex-
pense, take action to:

(1) Tell the contractor that the storage entitlement
date on the supplemental service order has not been ex-
ceeded. Also, state that a new supplemental order is be-
ing issued for the government to assume continued stor-
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age responsibility for the account. This service order will
change the first service order to show that the govern-
ment is still responsible for the storage account and will
change the expiration date.

(2) If an “AC” card has been put into the system to
change the lot to the member’s expense, use another “AC”
card to change the appropriation code (AFM 75-305, part
two). If an “AC” card has not been put into the system,
take no further action.

(3) Take the individual case file from the “Ac-
counts—Member’s Expense” and put it in the “Active Ac-
counts” file.

h. If an extension or storage authorization is received
after the expiration date authorized on the supplemental
service order has passed, take action to:

(1) Set the date that the government again takes re-
sponsibility for the storage account.

(2) Write the contractor that any storage cost
charged against the lot before the government again took
responsibility for it, must be collected from the member.

(3) Tell the member by letter that he or she must pay
the contractor for the storage costs. These costs will be on
the lot from the time the government dropped responsi-
bility for it until the date the government again took re-
sponsibility under the new authorization. Also, that a
claim for reimbursement of these costs may be filed and
that this reimbursement is limited to the sum the govern-
ment would have paid had the government kept the ac-
count.

(4) Based on the new authority, put the lot in storage
at government cost under a “new” service order. The DD
Form 1164 will state the rates in being at the time the
new services were ordered.

i If extension authority has been received under JTR,
paragraph M8262, there is no need to tell the contractor.
Use an “AC” card to change the expiration date to show
the last date that the member has a right to ship the pro-
perty and:

(1) Keep the individual case file in the “Active Ac-
counts” file with backup documents.

(2) When the date that the member has a right to
ship at government expense has passed, send the member
a letter as set forth in ¢ above. When there is no right to
ship the property at government expense, the govern-
ment does not pay for handling-out services. Change the
lot to storage at the cost of the member:

(a) Use a DD Form 1164 to end all contractual
services. Send copies of the DD Form 1164, as shown in
paragraph 2-2.

(b) Write on the master record list the action taken
and put the individual case file in the “inactive accounts
file” when processing is done.

j. If there are excess weight or storage costs for retired
members, a DD Form 139 Pay Adjustment Authorization
will be prepared as shown in paragraph 3-9.

(1) Send DD Form 139 for members of other services
to the proper finance offices. For Air Force members,
send it to:

Air Force Accounting and Finance Office (AFAFC/
RPTP)
Lowry AFB CO 80279
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(2) Keep a copy of the DD Form 139 in the individual
case file.

3-3. Delayed Property Shipment. When a Through
Government Bill of Lading (TGBL) carrier does not pick
up a lot from the contractor’s warehouse on the date the
handling-out services were asked for on the DD Form
1164:

a. Issue a supplemental service order to show new han-
dling-out date, and additional storage and handling costs
as applicable. The remarks section of this DD Form
1164 will have the statement: “For: (insert address of
the service finance office). Additional storage and

handling charges (original handling-out
date) that exceed , attributable
to for failure to pick up pursuant
toGBL No. ___ dated ____ 19 __ . Set off action

in the amount of $ due the United States

Government.”

b. Tell the contractor to verify on any supplemental
billings the actual date the lot was given to the line-haul
TGBL carrier and the additional cost (DOD 4500.34R, ap-
pendix M). Check these billings against the GBL and send
a correction notice to the GBL if needed.

¢. If a storage lot is not picked up from the contractor’s
warehouse by the line haul carrier on the date that the
handling-out services were asked for on the DD Form
1164, the additional storage costs and rehandling in and
out costs will not be handled by the system. The han-
dling-out date on the DD Form 1164 is used in computing
the cost of the handling-out services to be paid by the
government.

3-4. Late Receipt of Contractor’s Documents. With-
in 5 workdays after picking up a lot for storage, the con-
tractor must give the ordering officer the weight certifi-
cates and the nonnegotiable warehouse receipt/inventory
(original and one copy) for each lot stored (For more guid-
ance, refer to DOD 4500.34R, appendix M).

a. Date-time stamp the above documents on receipt in
the TMO. Check them to see that they have been sent
within 5 workdays. Do not hold monthly or quarterly
processing (excluding 30 September reports) for docu-
ments from the contractor. If documentation for lots put
into storage in the preceeding quarter is not received un-
til after the quarterly reports have been processed:

(1) Putin an “AT” card (AFM 75-305, part two). The
system computes all prestorage and prior quarter storage
costs on the Basic Agreement Handling-In Invoice (PCN:
SO 008-016) for the current processing month. The RCS:
MTMC-20 report for the quarter will show one added lot
in the lots-brought-forward column based on the date the
lot was stored.

(2) Annotate the MTMC-20 report that “the difference
of lots brought forward versus the lots remaining from
the previous report is due to the late receipt of contrac-
tor's documentation.”

(3) Take action agaist the contractor for not comply-
ing with the basic ordering agreement.

b. In the last month of the fiscal year (September) all

transactions must be put into the system before process-
ing the monthly reports for September.
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(1) Before 10 September, send a letter to each con-
tractor advising that the payment for any services done
in September will be held until all documents required by
the basic ordering agreement contract are sent to the or-
dering officer.

3-5. Service Order Renewals. The Master Record List
(PCN: SO 008-020) for August shows all storage lots that
are due for a 4-year service order renewal. The fiscal year
shown in the service order number is used by the system
to show lots that need renewal. These lots are shown as
“Service Order Renewal Required” on the August Master
Record List under “Remarks.” If there is an “XXX” in the
appropriation field (to show that the lot is in storage at
the member’s expense) that lot is not shown for renewal
under the 4-year action.

3-6. Four-Year Renewals. These renewals (attach-
ment 8) are only for those lots put in storage under new
basic ordering agreement 500-pound rates that reinstate
the 4-year service order renewal.

a. Take the individual case files for lots shown for 4-
year renewal from the active accounts file and:

(1) Check each storage lot against the contractor’s fa-
cility file to see if the contractor has a new basic ordering
agreement on file for the 500-pound rates.

(2) If the contractor has a new basic ordering agree-
ment on file, renew lots in storage under this agreement
(500-pound rate structure).

(3) If there is no new basic ordering agreement for
the contractor, ask the RSMO to negotiate with the con-
tractor to extend the storage under the first service order
for one more fiscal year under the existing basic ordering
agreement.

(a) If a storage extension is obtained, the storage
lot is renewed under the same rates and service order
number for 1 one more year. Do not put an “AR” card into
the system for these lots. The system renews the lot un-
der the initial service order number and computes on
500-pound rates in the individual record.

(b) If no extension is given, the RSMO will advise
that the lot must be taken out of the facility and moved
to a new approved facility as a new storage lot.

(4) If an “AR” card is used, be sure that the new dray-
age zone prefix for the new basic ordering agreement
(500-pound rate) is put in for each storage lot.

b. If there is still an entitlement to storage, give a new
service order number to each lot as shown in attachment
9.

c. Issue a new DD Form 1164 as shown in attachment
8. Use the contractor’s rates in effect as of 1 October.

d. Use data procedures in AFM 75-305, part two. Hold
the processing of monthly reports for September until all
renewal cards (ARs) have passed the system’s edits. If
these transactions are not put in the system, the lots will
be renewed on the Annual Service Order Renewal List
(PCN: SO 008-020) under the old 500-pound rates, and
would need reprocessing.

3-7. Annual Renewals. The TMO must send a letter to
all contractors before the start of the fiscal year (1 Octob-
er) and no later than 20 September, ordering storage
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services for the next fiscal year on those lots still in stor-
age as of 30 September.

a. This letter will state that a full list of all lots to be
renewed will be sent to the contractor with the monthly
and quarterly invoices on DD Form 1164.

b. Prepare and send a blanket DD Form 1164 as shown
in attachment 10 with the Annual Service Order Renewal
List.

3-8. Excess Weight. If the weight of the household
goods in a commercial nontemporary storage facility is
more than the member’s authorized weight allowance,
the storage clerk will:

a. Send for payment the contractor’s handling-in in-
voice for the preparation, drayage, and handling-in and
any storage for the entire lot.

b. Tell the contractor that the member has exceeded
his or her authorized weight allowance and must pay for
storage of the excess weight and that a DD Form 1164
will be issued to change the stored weight to the author-
ized weight.

c. Send a letter to the member advising that:

(1) He or she must pay the contractor for the storage
of the excess weight.

(2) DD Form 139, Pay Adjustment Authorization,
will be sent through the finance office to the member to
collect for the costs for preparing, draying, handling-in,
and any storage charges that have accrued during other
than the current quarter for that part of the weight
which is more than the authorized weight allowance.

d. Fill out a supplemental service order and change the
stored weight after applying the packing allowance provi-
sion to the authorized weight. Packing allowances must
be applied in determining the actual excess weight.

e. Fill out an “AC” card (AFM 75-305, part two) to
change the stored weight to the authorized weight. Write
the change on the Master Record List.

f. Fill out DD Form 139 (see paragraph 3-9) to collect
from the member the costs for the prestorage services
and any storage for the excess weight.

3-9. Collection for Services Due to Unauthorized
Accessorial Services and Storage:
a. When the member’s responsibility for the excess

cost becomes known, fill out DD Form 139 (five copies).

(1) The amount to be shown on DD Form 139 is the
total cost of the services for the excess weight. This cost
will include the preparation, drayage, and handling-in of
the excess weight. It may also include a storage charge
when storage costs (other than current quarter) were paid
by the government due to late receipt of documents from
the contractor.

(2) In the “Appropriation Data” block, show the fund’
citation on the order used to put the property in storage.

(3) In the “Explanation or Reason for Adjustment”
block, show:

(a) The reason for the excess cost.

(b) The cost computation to include packing allow-
ance.
(c) The type of service, the rates in effect and the
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period in which the excess cost took place.

(d) The lot number, service order number, and bas-
ic agreement number.

(e) The name of the contractor.

(f) The net weight and GBL number of each ship-
ment if the reason for the excess cost is the weight of pre-
ceding shipments.

(g) Any other information that will help create a
good audit trail in determining excess costs.
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b. When a member is separating from the service and
will not remain in a pay status, prepare DD Form 1131,
Cash Collection Voucher. These excess costs must be paid
before any shipment is made.

c. File a copy of the DD Form 139 or DD Form 1131 in
the member’s individual case file.

d. Send the DD Form 139 to the Base Accounting and
Finance Office for processing. (For retirees, the DD Form
139 is sent as explained in paragraph 3-2j.)
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Chapter 4
DISTRIBUTION OF OUTPUT PRODUCTS

4-1. General Procedures. Check products to see that
the data, contents, and format are like the output prod-
ucts shown in AFM 75-305, part two. Check for errors. If
there are minor errors (such as grade, initials, lot num-
ber, expiration date, rate for services, etc.), correct them
manually on the invoice so that processing the products
can go on. If there are major errors, (such as, contractors
with wrong rates, contractors with no rates, etc), correct
the system inputs before processing the record; that is,
take action to change the individual record or the system
rate file. When these actions have passed the system
edits, ask to have the quarterly reports reprocessed.

4-2. Master Record List (PCN: SO 008-014). This list
is updated each month by automated data processing pro-
cedures and is used to manage and keep the NOTEMPS
accounts. Write on the list any actions, (such as, exten-
sions, expiration dates, and changes to system products)
that do not need to have a supplemental service order is-
sued, but are needed to keep the individual records cur-
rent. Verify the total number on this list against the
quarterly MTMC-20.

a. The first copy of the master record list is kept by the
ordering officer for use as shown above. Notes from the
prior month’s list will be put on the list for the current
month if such actions were not done in the processing
month.

b. Each month, give a copy of this list to each personal
property counselor to use in processing personnel clear-
ing the base who may have property in storage under
JTR, paragraph M8309.

4-3. Expiration Date List (PCN: SO 008-015). Use
this list as a management tool.

a. Keep the first copy in the ordering office to be used
in sending out expiration notices as stated in paragraph
3-2a. Enter the followup action taken in the current
month on this list.

b. Send the second and third copies of the list showing
“9999” accounts to the officers responsible for assign-
ment of quarters for review and certification that mem-
bers are still in government quarters and storage is au-
thorized. Keep the certified copy sent back by the respon-
sible officers as set forth in paragraph 5-2e.

NOTE: If the member no longer has a right to storage
under the JTR, paragraph M8309, and has not given dis-
position, take action shown in paragraph 3-2b.

4-4. Monthly Invoices:

a. Separate the Basic Agreement Services Handling-In
Invoice (PCN: SO 008-016) and Basic Agreement Serv-
ices Handling-Out Invoice (PCN: SO 008-017) by con-
tractor. Place the last copy of the invoice for each con-
tractor in a suspense file until the contractor sends back
the certified copies.

b. Send five copies of both invoices to the contractor to
audit and to sign under the certificate of contractor
block. The signed original and three copies must be re-
turned to the TMO.

c. When the certified invoices come back:

(1) Check them for any manual changes made by the
contractor.

(2) Take from the suspense file the individual case
file for each name on the handling-in invoices.

(3) Take from the suspense file, the individual case
file for each lot partially or fully taken out of storage for
each entry on the handling-out invoices.

(4) Check the services against the data in the individ-
ual case files. Changes made on the invoices due to a man-
ual change by the contractor or TMO, need these actions:

(a) A supplemental service order to change the
services, date, weight, etc, as needed.

(b) Manually change the invoice and dollar totals.

(c) Do the cards to correct the errors in the individ-
ual record or system rate file.

(5) Have the ordering officer sign the certificate of
performance block on all invoices when above steps have
been done and checked.

d. Send the original and two copies of the handling-in
invoice to the AFO. For each line entry, send:

(1) Original and one copy of DD Form 1164.
(2) Original and one copy of DD Form 1299.

(3) Two copies of the special order.
File the other copy of each invoice in the contractor’s fa-
cility file as shown in paragraph 5-1, and destroy the
noncertified copy being held in the suspense file.
NOTE: The AFO will do SF 1034, Public Voucher for
Purchase and Services Other Than Personal, for nontem-
porary storage invoices,

(4) The DD Form 1164, marked “Uniform Service Fi-
nance Office” is sent to the service’s finance agency with
one copy of the DD Form 1299 and special order (DOD
4500.34R, chapter 4).

e. Send the original and two copies of the certified
handling-out invoice to the AFO. For each line entry,
send;

(1) Original and one copy of DD Form 1164.

(2) Two copies of special orders or other authority.
File the last copy of the certified invoice in the contrac-
tor’s facility file as shown in paragraph 5-1 and destroy
the noncertified copy being held in the suspense file.

f. Send the DD 1164 marked “Uniform Service Fi-
nance Office” as set forth in 4-4d(4).

g. When the above actions have been done, file the in-
dividual case files for “new lots” and “partial removals”
alphabetically by contractor in the active storage file.
File the case files on lots handled out of storage in the
inactive storage file.

4-5. Service Order Reference List (PCN: SO
008-005). This is an optional list for the TMO. It lists in
service order sequence, the lot number, contractor num-
ber, and name of the member for each service order. It is
used to check the service order register and to show prob-
lems met when service order and lot numbers are not ac-
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cepted on input cards. Keep the list as shown in para-
graph 5-2h.

4-6. Quarterly Storage Invoices (PCN: SO 008-018).
File the last copy of the invoice for each contractor in the
suspense file until the contractor sends back the certified
copies.

a. Send the original and four copies of the quarterly
storage invoice to the contractor. The contractor checks
it, signs the certificate of contractor block on each copy,
keeps a copy, and sends the original and three copies back
to the TMO.

b. When the invoices come back:

(1) Check the invoice for manual changes made by
the contractor. Changes made by the contractor or TMO
need:

(a) A supplemental service order to change the
services, date, weight, lot number, etc, as required.

(b) Manual change to the dollar totals.

(c) Cards input to the system to change the errors
in the individual record or system rate file.

(2) Have the ordering officer sign the certificate of
performance block on each invoice when the above
actions have been done and checked.

(3) Send the original and two copies to AFO for pay-
ment.

(4) Put the last copy of the certified invoice in the
contractor’s facility file as shown in paragraph 5-1 and
destroy the noncertified copy being held in the suspense
file.

4-7. Alpha by Contractor List (PCN: SO 008-019).
This is an optional list. It has an entry for each lot in com-
mercial storage for each contractor as of the last day of
the quarter. The TMO uses it to check individual case
files for each contractor, and to check the rates that have
been used on individual storage accounts. File a copy of
each list in the contractor’s facility file as shown in para-
graph 5-1 and destroy the rest of the copies.

4-8. Report of Household Goods Storage Activities
(RCS: MTMC-20):

a. Use this report in place of the DD Form 1166,
Report of Household Goods Storage Facilities, as set
forth in DOD 4500.34R, chapter 10. If the number of the
lots brought forward on the current MTMC-20 is not the
same as lots remaining in the prior report, the cause of
this difference will be shown. Differences can be caused
by:

(1) Delete Actions. Any “AD” card put in the current
quarter causes the lot to be subtracted from the total
number of lots brought forward column of the MTMC-20
report for the current quarter.

(2) Correction Actions. When an “AC” card is put in
the system to change the stored date of a lot from the cur-
rent quarter to the prior quarter, the system treats this
lot as an old account. This lot is added to the lots brought
forward column of the current MTMC-20 reports but is
not shown in the lots put in column as being put in stor-
age in the current quarter.

(3) Reinstatement of Storage Lots. If an “AZ” card is

AFR 75-17 20 February 1981
put in the system, the lot will be added to the total lots-
brought-forward column of the MTMC-20 report for the
current quarter.

NOTE: All of these additions and subtractions are done
by the computer.

b. Have the TMO check the MTMC-20 each time re-
processing is done.

¢. Have the TMO sign the MTMC-20 before sending it
to the RSMO if it has written cause for differences.

d. If two or more RSMOs are involved, send it to the
RSMO responsible for the county where the activity is lo-
cated.

e. File the second copy of the MTMC-20 in the reports
file.

4-9. Annual Service Order Renewal List (PCN: SO
008-020). This list has a one-line entry for each lot in
commercial storage as of close of business 30 September.
The ordering officer checks to see that the total number
of lots on this list is the same as the lots currently in com-
mercial storage on the MTMC-20 and master record list.
The list is in six copies and is used for renewing each stor-
age account at government expense for the new fiscal
year. Do a “blanket” DD Form 1164 for each contractor
(see attachment 10) and send:

a. Original and one copy of the DD Form 1164 with a
copy of the list to the local AFO.

b. A copy of the DD Form 1164 and the list to the con-
tractor.

c. A copy of the DD Form 1164 and the list is put in
the contractor’s facility file and kept as shown in para-
graph 5-1.

4-10. Accounting Classification Summary List
(PCN: SO 008-024). This list has a breakdown, by con-
tractor, of the appropriation identifier and cost expended
for that month for that appropriation identifier. This list
is sent to local base AFO. The TMO will keep copy as set
forthin AFM 12-50.

4-11. Quarterly Conversion to Member’s Expense
List (PCN: SO 008-025). This list has one-line entry for
each lot that was converted to the member’s expense
during the quarter. This list is destroyed after 6 months
or after its purpose has been served.

4-12. Quarterly Management Information List
(PCN: SO 008-026). It has an entry for each transaction
that causes a variance in the MTMC-20 or could produce
wrong invoices.

4-13. Master Address Listing (PCN: SO 008-028).
This list shows base address and the contractor’s name,
address, SCAC Code, telephone number, and business in-
dicator. This list may be destroyed when a new list is re-
ceived.

4-14. Master Accounting Classification Listing
(PCN: 008-029). This listing shows the standard appro-
priation or storage identity and the corresponding ac-
counting classification in the system. Destroy this list
when a new list is received.
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Chapter 5
FILE MAINTENANCE AND DISPOSITION

5-1. General Procedures. Set up a contractor facility
file for each contractor as shown in attachment 7. It will
have the basic agreement, modifications to the basic
ordering agreement, all consolidated invoices, paid
vouchers, annual service renewal listing, alpha by con-
tractor list, active accounts files, and files of individual
accounts that have been put in storage at the expense of
the member. Files and documents in this chapter are dis-
posed of under AFM 12-50, table 75-3.1.

5-2. Filing Procedures. Use machine listing binders or
folders and disposition guides to keep the transactions
shown below. Label the binder or folder and tab by month
or quarter,

a. Transaction Edit List (PCN: SO 008-006). Use
this list to check actions put in the system in the month,
and to check the update and correction action to the in-
dividual record or system rate file.

b. Invalid Card Transaction Edit List (PCN: SO
008-002). Destroy this list when corrected cards have
been put in the system.

c. Master Rate File. This file has:

(1) Basic Agreement/Rate Spread List (PCN: SO
008-004). This list is used to check past, present, and fu-
ture rates and to identify wrong rates that would change
the system rate file. If a current rate is changed or de-
leted from the master rate file, the system will give an
updated basic agreement/rate spread list (PCN: SO
008-023) to show the revised rates.

(2) Cost Comparison List. (PCN: SO 008-003). This
list must be carefully checked. This is used every day to
find the low-cost contractors for the time storage is
needed. File it in “as of date order” sequence to keep audit
trails. If the current rate is changed or deleted, an up-
dated cost comparison list (PCN: SO 008-022) will be
produced to show the revised rates.

NOTE: As new lists are made, take the prior list and put
it in the inactive file to be disposed of under AFM 12-50.

d. Master Record List (PCN: SO 008-014). The or-
dering officer uses this to note actions as shown in para-
graph 4-2a.

e. Expiration Date List (PCN: SO 008-015). The cer-
tified copy sent to TMO by the officer who assigns quar-
ters is kept with the first copy as set forth in paragraph
4-3b.

f. Report of Household Goods Storage Activities
(RCS: MTMC-20).

g. AF Form 152, Personal Property Nontemporary
Storage Service Order Number Register.

h. Service Order Reference List (PCN: SO 008-
005). Use this list to check service orders given individ-
ual storage accounts. As new lists are made, put the prior
list in the active file to be disposed of under AFM 12-50.

1. Alpha by Contractor List (PCN: 008-019). Use
this list to check the number of individual storage files
against the contractor facility files and to check the rates
for each lot. As new lists are made, dispose of the prior
list under AFM 12-50.

j. Accounting Classification Summary List (SO
008-024). The AFO uses this to validate payment
actions by open and specific accounting classifications.
As new lists are provided, dispose of the prior list as set
forth in AFM 12-50.

k. Annual Service Order Renewal List (PCN:
008-020). Use this to authorize storage for an additional
fiscal year. As new lists are made, dispose of the prior list
as set forth in AFM 12-50.

5-3. Punch Cards:

a. ‘““As Required” Transaction Cards. When punch
cards with lists come from the data processing installa-
tion (DPI), mark each batch of cards to show run 1, and 2,
etc., of the processing month. Keep these cards until all
monthly and quarterly processing is done, then file by
quarters. They are disposed of under AFM 12-50.

b. Rate Transaction Cards. File the rate cards alone.
Do not mix them with the “as required” cards. These
cards must be kept in case the master rate file would have
to be made over.

(1) Government Rate “GT” Cards. Keep the latest
“GT” cards in the file and destroy all other “GT” cards.

(2) “RN” (500-pound rate) and “RT” (revised 500-
pound rate) cards. Keep as follows:

(a) The “RT” cards for the contractors latest two
rate changes to the basic agreement are kept as active
cards.

(b) The old “RN” and “RT” cards are kept in the file
for 3 months and then destroyed.

c. Master Rate File. If this file must be made over,
change the “GT” and the last two “RT” cards to “RN”
cards and put them in the system to build the rate file.

5-4. Active Storage File. This file has an individual
case file for each active storage file in commercial non-
temporary storage and is kept as follows:

a. Individual case files are filed alphabetically by con-
tractor. They must be marked to show name, rank, SSAN
of member, name of contractor, service order, and lot
number.

b. A case file must have a full record of all actions on
the account. At the least, it must have a copy of the:
(1) DD Form 1299.
(2) Special orders.

(3) First service order and all supplemental service
orders.

(4) Power of attorney, when applicable.

(5) DD Form 1701, Inventory of Household Goods,
when applicable.

(6) DD Form 1797, Personal Property Counseling
Check List.

(7) Warehouseman’s inventory list.
(8) Warehouse receipt or revised warehouse receipt.
(9) Weight certificates.
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(10) Letters and notes about the account, partial
withdrawals, etc.
(11) Other data needed to properly administer the
account.
c. Storage files are kept as active accounts until the

member’s right to ship at government expense has
passed, or the account is taken out of storage. Individual

AFR 75-17 20 February 1981
case files are then put in the inactive storage file to be
disposed of under AFM 12-50.

5-5. Basic Ordering Agreements. Each contractor’s
active basic agreement and basic ordering agreement and
modification to the agreement are kept in the contrac-
tor'’s facility file.
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Chapter 6
RESPONSIBILITIES

6-1. Directorate of Transportation (HQ USAF/
LETTA):

a. Manages the NOTEMPS program.

b. Makes sure that improvements to the program are
made promptly.

6-2. Major Commands (Directors of Transporta-
tion). Commands that have a responsibility for nontem-
porary storage accounts:

a. Give technical aid to bases in operating NOTEMPS,

b. Evaluate proposed changes to this regulation and
the automated NOTEMP program. Send approved pro-
posed changes to HQ USAF/LETT.

c¢. Make sure that the procedures and forms in this
regulation are used in maintaining the NOTEMPS pro-
gram.

6-3. Traffic Management Officer (TMO):
a. The TMO makes sure that:

(1) Contracting procedures in DAR and the basic
agreement are complied with.

(2) There is an entitlement to government storage
before the services are ordered.

(3) Policies and procedures in this regulation and any
changes to it are complied with.

(4) New or revised rate changes are put into the sys-
tem rate file (AFM 75-305).

(5) Cost comparisons are made as set forth in DOD
4500.34-R, chapter 10, and AFM 75-305.

(6) Storage technicians are given formal training and
on-the-job training (OJT) as needed.

(7) Technical aid is given to the ordering officer.

(8) Government bills of lading (GB/Ls) made out to

have property picked up from nontemporary storage are
filled out as set forth in DOD 4500.34-R, chapter 6.

(9) Wrong payments to the contractor are made
known to the AFO so that action to get repayment from
the contractor or the member can be taken.

(10) Output lists are checked to see that the right ac-
tion is being taken on the weight in storage and in chang-
ing accounts to the expense of the member.

(11) Documents created under this regulation are
disposed of as directed in AFM 12-50, table 75-3.1.

b. The ordering officer makes sure that:

(1) Contracting officer’s procedures set forth in DAR
are complied with.

(2) DOD 4500.34-R, chapter 10, and AFM 75-305
are complied with.

(3) Service orders are given to the contractors before
the services are performed.

(4) Service orders are checked for completeness and
right to entitlements, basic ordering agreement, and
modification numbers, right rates, services to be done,
and specific authority for issuing service orders.

(5) The lowest cost contractor is awarded the con-

tract. If other than the lowest cost contractor is used, the
service order will be properly annotated.

(6) Storage accounts are not kept at government ex-
pense after they have passed the authorized date of stor-
age.

(7) Payment invoices are checked for services per-
formed.

(8) Invoices certified to accounting and finance are
correct.

(9) Contractors comply with their basic ordering
agreement.
NOTE: The responsibilities in a and b must not be redele-
gated or reassigned.

c. Counselors will:

(1) Counsel member on his or her rights to nontem-
porary storage, procedures to be followed, and his or her
responsibilities.

(2) Stress the difference between lots that are placed
in storage to be shipped overseas and lots that are to stay
in storage until the member gets permanent change of
station (PCS) orders back to the United States, Make sure
that the member understands the problems that can be
created by ordering out the wrong lot.

(3) Find out if there will be any firearms in the stor-
age lot. If so, put this data in DD Form 1299, Block 16.

(4) Put in DD Form 1299, block 13, the estimated
storage time and estimated date storage will end.

(a) For personnel PCS overseas, the estimated stor-
age time and expiration date is usually figured from the
transfer effective date (TED) in the orders plus tour
length.

(b) For retirees, the right to 1-year’ free storage is
based on the actual date of termination of active duty
shown on orders, regardless of the date put into storage
(see AF Form 2473, Retirement Travel and Transporta-
tion Entitlements (Certificate of Understanding)).

(c) The expiration date for civilian employees is 30
September of each fiscal year. These accounts are control-
led and funded on a fiscal year basis. The authorized peri-
od of storage in DD Form 1614, Request and Authoriza-
tion for DOD Civilian Permanent Duty Travel, is only
used to find the low-cost storage contractor.

(5) Put the permanent mailing address of the mem-
ber in DD Form 1299, block 14, if nontemporary storage
is requested.

(6) If more than one shipment is made under the
same special order, fill in DD Form 1299, block 19.

(7) Give the member a copy of the expiration notice
on short-term storage as set forth in paragraph 3-2a(1).

(8) Have retirees fill out AF Form 2473 as set forth
in AFR 75-25,

(9) Check the master record list (PCN: SO 008-014)
for each member leaving the base to see if any property is
in storage under JTR, M8309. If so, put this information
in DD Form 1299, block 19. If the member wants to keep

the property in storage rather than ship it, get six copies
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of the new orders and tell the ordering officer of request-
ed action.

(10) Find out if the member has property in storage
at another base under JTR, MS8101-7, and if so, take the
proper action.

d. NOTEMP storage technicians will:

(1) Develop and use a chart that shows the drayage
zone prefixes (service areas) and drayage zone (counties)
of the 500-pound rate structure as in attachment 11. This
chart will help to find the right drayage zone prefix and
drayage zone to be used for new accounts to be picked up
for storage, or for accounts being taken out of storage.
The drayage zone prefix and drayage zone must be put in
DD Form 1299, block 10 or 12, for pick up or delivery.

(2) Complete all actions in AFM 75-305 and this di-
rective.

(3) Give added counseling that the member may
need.

(4) Check to see that all cards put in and accepted by
the system are right as to entitlement, weight, rates, and
expiration date.

(5) Give technical help on input or output procedures
under NOTEMPS to all agencies concerned.

(6) Tell the TMO or the Regional Storage Manage-
ment Office (RSMO) of any problems or deficiencies
caused by the contractor not complying with the basic or-
dering agreement or the TGB/L carrier not complying
with the Tender of Service.

(7) Use tact and diplomacy in dealings with the
member, carriers, contractors, and involved military
agencies.

(8) Provide the member with a completed copy of the
service order showing the lot number and weight data.

(9) Send the member a letter advising of any loss or
damage to property while it is in nontemporary storage.
If the member is serving in a weight-restricted area, ad-
vise the member that an exception to the oversea admin-
istrative weight limitation will not be granted for return
shipment of items that may duplicate any of the items

lost or damaged in nontemporary storage.

(10) Compare the inventory of lots placed in storage
incident to occupancy of government quarters against
the list of items authorized storage by the housing office.
Ttems stored that have not been approved by the housing
officer will be identified to the TMO for action.

BY ORDER OF THE SECRETARY OF THE AIR FORCE

OFFICIAL

VAN L. CRAWFORD, JR., Colonel, USAF
Director of Administration

SUMMARY OF CHANGES
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(11) Include the nomenclature of the 5th, 10th, and
15th item of the inventory of the lot to be withdrawn for
overseas shipment in the remarks section of the DD Form
1164 and will advise the contractor of the need to match
the 5th, 10th, and 15th item with the inventory.

(12) When ordering out a lot for overseas shipment,
match the 5th, 10th, and 15th item shown on the applica-
tion against the inventory for the lot to be withdrawn.
Resolve any discrepancy before ordering the lot out of
storage.

6-4. Military Members or Civilian Employees. The
individual must:

a. Contact the base TMO to obtain nontemporary stor-
age.
b. Fill out DD Form 1299.

c. Make sure that any property put in storage pending
overseas shipment is separated from that to be put in
storage pending member’s return from overseas.

d. When asking for shipment of the lot pending over-
seas shipment, provide the counselor a copy of the inven-
tory for this lot and check to see that the proper lot num-
ber and contractor’s name are shown on the DD Form
1299.

e. Tell the TMO maintaining the nontemporary stor-
age account of tour extension, PCS, or any other change
that affects the time limitation for storage.

£ Provide the TMO maintaining the nontemporary
storage with disposition instructions or authority for con-
tinued storage at government expense before the expira-
tion date of the storage entitlement.

g. Immediately notify the activity maintaining the
nontemporary storage account of any change of address
or of any actions that would affect their entitlement to
nontemporary storage.

6-5. Civilian Personnel Officers. Civilian accounts
are funded for a fiscal year (FY). A fund citation to be
cited on payment invoices must be provided each FY.
Civilian personnel officers will provide this information
for each individual under their jurisdiction having prop-
erty in nontemporary storage. The new fund citation
must be sent by 1 September of each year to the TMO
maintaining the storage account.

LEW ALLEN, JR., General, USAF
Chief of Staff

This revision adds procedures for expediting shipment of property to overseas areas (para 1-2); prohibits professional
books, papers, and equipment allowance for property in permanent nontemporary storage (para 1-8); gives updated pro-
cedures for handling excess weight placed in storage (para 3-8); and expands assigned responsibilities (chap 6).
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DD FORM 1299 MESSAGE FORMAT
1. FROM: Destination TMO at member’s oversea duty station.

2. TO: Origin TMO maintaining the NOTEMP storage account.

w

SUBJECT: Application for Shipment of Personal Property from Nontemporary Storage.
Member’s name, rank, SSAN.

o

Household goods shipment authority (as applicable).
a. Nonconcurrent travel order no., date, HQ of issue.
b. Dependent Travel Order issued by overseas commander, no., date, HQ of issue.
¢. Overseas command authority for unaccompanied member, no., date, HQ of issue.
d. Appropriation chargeable.

6. Net weight of storage lot.

7. Nontemporary storage lot number and 5th, 10th, and 15th item of the inventory. (Determine
from member number of lots of household goods in nontemporary storage. If member has more
than one lot in storage, contents of all nontemporary storage inventories must be reviewed to en-
sure release of the proper lot).

8. To be shipped to:

9. RDD:

10. Statement: “Accomplished and signed DD Form 1299 with required supporting documenta-
tion will be mailed at the same time this message is dispatched.”
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INSTRUCTIONS FOR PREPARING DD FORM 1164
(Applicable to attachments 3 through 6, 8, and 10)

Numerical sequences on the DD Form 1164 (attachment
3) will require the following entries. (NOTE: Mandatory
entry items have been identified for initial or supple-
mental service orders.)

(1) To. Enter the name and address of the contractor in
whose facility the property is to be stored. Include the
ZIP code (mandatory).

(2) From. Insert the official address, including ZIP code,
of the ordering office (mandatory).

(3) Date. Enter the date the contractor first accepted the
offer to store the property. This is the date that sets the
rates that must be used for all costs in connection with
the storage of property. On partial or complete removal
actions, this is the date removal action was requested and
accepted by contractor (mandatory).

(4) Card Identity. Enter the code shown in AFM 75-305,
part 2, to identify the type of transaction (mandatory).

(5) Transaction Type. Enter the code shwon in AFM
75-305, part 2, for specific types of transactions (manda-
tory).

(6) Contractor Identity. Enter the 2-digit numeric code
locally assigned to identify the commercial storage con-
tractor in whose facility the lot is stored (mandatory on
initial order).

(7) Government Agency Identity. Enter two-character
alpha code shown in AFM 75-305, attachment A4-1, to
identify the agency (mandatory on initial order).

(8) Appropriation/Storage Identity. Enter the locally as-
signed code as prescribed in AFM 75-305, attachment
A5-1, (mandatory entry on initial order, appropriation
changes, or removal actions).

(9) Service Order Number. Enter initial service order
number assigned in “Old” . “New”
is not to be used unless correcting an
erroneous service order number or when a renegotiated 4-
year service order renewal is being accomplished (manda-
tory). If a supplemental service order is issued against the
initial service order, a two-position numeric suffix will be
added to the service order number to identify the numer-
ic sequence of modification made against the initial serv-
ice order.

(10) Basic Agreement/Modification Number. Enter the
number of the applicable basic agreement and the modifi-
cation number of the rates that were applicable when
services were initially requested from the contractor or
renewed under the new 500-pound Basic Ordering Agree-
ment for those accounts requiring 4-year service renewal.
If no modifications have been made to the basic ordering
agreement, enter A or G as applicable (mandatory).

(11) Lot Number. Enter the number assigned to the stor-
age lot by the contractor (mandatory).

(12) Location of Property. Enter the actual location from
which the property is to be picked up for storage (manda-
tory).

(13) Last Name-Property Owner. Enter the last name of
the member for whom storage is to be performed. Obtain
from DD Form 1299 or orders (mandatory).

(14) Initials. Enter first initial and middle initial. If the
member has no middle initial leave second position blank
(mandatory).

(15) Grade. Enter the standard code indicating rank or
grade of the property owner. See AFM 75-305, attach-
ment A2-2 (mandatory).

(16) SSAN. Enter the Social Security Account Number
of the property owner. Obtain from special order (manda-

tory).

(17) Permanent Address of Owner. Obtain from the
member and enter the permanent address of the property
owner within CONUS or US territories or possessions
(mandatory).

(18) Remarks. Enter information not readily available in
any one place on the form. Use statement such as:

“This lot in storage pending oversea shipment.”

“Low-cost contractor unable to handle.”

“Actual net weight includes _ pounds of professional books,
papers, and equipment in this lot.”

“Appropriation and code changes to (enter new appropriation and
code).” An example might be: base housing funds to open allot-
ment funds.

“Certified platform scales may be used for obtaining weights.”

“Released to (insert name of carrier), GBL# . This is used on
final service order only and indicates that the storage account has
been terminated.

“Special Services.” Include any special services authorized by the or-
dering officé (these services will be paid by manual invoice and not
by the NOTEMP System).

“This N'TS lot contains firearms.”

(19) Estimated Storage Period. Enter the approximate
number of months storage is contemplated. This varies
from case to case depending on entitlement circum-
stances and applies to new accounts being placed in stor-
age.

(20) Date of Storage. Enter date property was placed in
storage (mandatory).

(21) Approximate Expiration Date-Storage. Enter nu-
meric calendar year and month (mandatory).

(22) Estimated Weight. Enter the estimated weight of
the property to be stored, obtained after a review of DD
Form 1299 (mandatory on new account).
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(23) Weight in Storage. Enter the actual net weight of
the property after the certified weight ticket is received
from the contractor. On removal actions, enter the net

weight in storage (mandatory).

(24) Weight Removed. Enter the total weight of the
property that is to be removed from the warehouse dur-
ing partial or complete removals and is subsequently
drayed or shipped and otherwise NOT returned to the
warehouse (see partial withdrawals).

(25) Weight Remaining. Enter the weight of the proper-
ty remaining in storage as a result of partial removal ac-
tion (see partial withdrawals).

(26) Packing. For new accounts enter an “X” or an “N”
depending on whether packing services were or were not
required-(entry is applicable to new accounts or correc-
tion of dervice).

(27) $. Enter the rate for the service. Obtain from con-
tractor’s basic agreement, DD Form 1162-1 and PCN: SO
008-004 (mandatory entry on new accounts).

(28) Wardrobe Household Goods. For new accounts, en-
ter the number of upright wardrobes used in storage. Use
the contractor’s inventory and verify number of ward-
robes used. If wardrobes were authorized when oral order
for storage was given contractor, they must be authorized
on the DD Form 1164.

(29) $. For new accounts, enter the rate for each ward-
robe. Obtain from contractor’s basic agreement as in item
217.

(30) Drayage-in Zone. For new accounts, enter the zone
from which the property was picked up, to include the
Drayage Zone Prefix and the Drayage Zone Designator
(see DD Form 1299 and AFM 75-305).

(31) $. For new accounts, enter the rate for the service.
Obtain as in item 27.

(32) Handling-in. Enter an “X” or an “N” depending if
service was used or payable by the government. Enter the
handling-in rate. Obtain as in item 27. (Entry is manda-
tory on new accounts and optional on partial removal ac-
tions).

(33) Storage. Enter the storage rate. Obtain as in item 27
(mandatory).

(34) Handling-Out. Enter an “X” or an “N” depending if
service was used or payable by the government. Enter the
rate for handling-out. Obtain as in item 27 (mandatory on
removal actions).

(35) Drayage-Out Zone. Enter drayage zone, prefix, and
zone designator to which property is to be drayed. If the
service is not used, enter the alpha zone prefix and enter
a numerical zero “0” in CC62 (mandatory on removal ac-
tions).

(36) $. Enter rate for the service, if any. Obtain as in
item 27 (mandatory on removal actions).
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(37) Unpacking. Enter an “X” or an “N” depending on
whether the service was used. Enter an “X” if used; and
“N” if not used (mandatory on removal actions).

(38) 8. On removal actions, enter the rate for the service,
if any. Obtain asin item 27.

(39) Weight-Rehandled. Enter the weight of that portion
of the lot which was physically rehandled by the contrac-
tor to gain access to the property which is to be partially
removed from the warehouse.

(40) Effective Date-Service. This date varies according to
the transactions involved (see AFM 75-305, part 2) (man-
datory).

(41) Enter the date the property is to be picked up or is
being removed from storage (mandatory).

(42) Enter the member’s authorized weight allowance. If
property has already been shipped or stored, enter the re-
maining weight authorized to be stored under this service
order (mandatory).

(43) Enter the estimated total cost of the applicable serv-
ices being ordered as follows:

a. On new accounts, enter the cost for prestorage and
storage services for the stored weight for the balance of
the fiscal year.

b. On partial removals, enter the total cost for han-
dling-out, handling-in, drayage, and unpacking services
as applicable, but excluding storage cost.

¢. On complete removals, enter the cost for handling-
out, drayage, and unpacking services as applicable, but
excluding storage cost.

d. Mandatory entry.

(44) Enter the appropriation to which services are
chargeable:

a. On new accounts, epter appropriation from special
orders.

b. If accounts are removed and require no drayage
services, enter the old appropriation currently being used
in the system for payment of services,

c. If an account is being partially removed and drayed
to a new location under new special orders, enter the old
appropriation to cover payment for the storage and han-
dling-out services, and the new appropriation from the
new special orders for payment of drayage and unpacking
services.

d. If an account is being completely removed and
drayed to a location under new special orders, enter the
old appropriation to cover storage and handling-out serv-
ices, and the new appropriation from the new order for
payment of drayage and unpacking services.

e. If an account is being removed from storage at gov-
ernment expense and drayed to a new location without
new orders, charge the handling-out, drayage and un-
packing services against the old appropriation.

f. Mandatory entry.
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(45) Enter TMO’s mailing address; including ZIP code
(mandatory).

(46) Enter AFO and the name of the installation making
payments; including ZIP code (mandatory).

(47) Complete second “( )", as appropriate. Enter “3” if
cost of estimated services is $2,500 or below; otherwise,
enter “10” (see DOD 4500.34-R (mandatory)).

AFR75-17 Attachment2 20 February 1981

(48) Put an “X” on the block at the beginning of line
(mandatory).

(49) Enter name and title of ordering officer (manda-
tory).

(50) Will be inserted at time of signature by ordering of-
ficer (mandatory).

(51) Ordering officer’s signature (mandatory)
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SAMPLE OF INITIAL HANDLING

SERVICE.ORDER FOR HOUSEHOLD GOODS

(Complete pyTypewriter)
TO: (Name and address of Contractor) FROM: (De,

ent and Issuin, Oﬁlce)
DESERT VAN AND STORAGE COMPANY TRAFFIC MANAGENfE T OFFICE
1234 SOUTH A. STREET 42 TRNSS

VICTORVILLE, CALIFORNIA 92391 GEORGE AFB CA 92392
(1 (2)

An order is hereby placed with you, accepting your offer {oral or written) for services on I~3> _ 10 DEC ,19 77 » subject to the pro-
visions of the below-numbered Basic Agreement for the following services:

CARD IDENTITY (CC/ TRANSACTION TYPE ~ CONTRACTOR IDENTITY |GOVERNMENT AGENCY APPROPRIATION/STORAGE
fech) PERSONAL PROPERTY (CC2}| (CC3-4) IDENTITY(CCS) IDENTITY (CC7.8)

4  a (5) o (6) g1 (7 a (8) app
SERVICE ORDER NUMBER aAs':'c AGREEMENT/MODIFICA* |LOT Nu-ma:n LOCATION OF PROPERTY 12)

(oo PPIGPP-T8GP238 (X514 | DARCS378GE489 (ﬁé"” 814 KINCAID AVE

NEW (CCs469) | ApAPEAL (10) #1595 | VICTORVILLE, CA
LAST NAME-PROPERTY OWNER {CC20-34) m-‘ruLsASCJS-,%) GRAOE (CC37-40) PERMANENT ADDRESS OF OWNER

(13) 1 P36 (15) P60l SUMNER STREET
MANSFIELD R.I. ssan (116) ITTEN, NORTH CAROLINA

324-21-3718 (17) 12345

REMARKS (18)

ONE LOT

THIS LOT PENDING OVERSEAS SHIPMENT.
AUTHORITY: SO# AA-17720, DTD 22 AUG 77, GEORGE AFB CA 92392

THIS NTS LOT CONTAINS FIREARMS.

EST STORAG DATE OF, §T AGE ([APPRX EXPIRATION [ESTIMATED WEIGHT WEIGHT IN STORAGE |[WEIGHT REMOVED WEIGHT REMAINING
rErioo( 19 ) |/d1ds) (2 8) " | St sroncce50) (CC51-55) (CC51-55)
12 MOS | 771216 7812 (21) 2808 22) (23) (24) (25)
- SERVICES ORDERED
(cese)| (27) WARDROBE {CC57.58) (CC59-60) 5 31
| PaCKING (26)[s 2.@@ |Housenoro sooos s (29) | oravace-in zone )= . 53
HANDLING IN (CC 61)
(32) —x s d.6g STORAGE (33) s §.50 | vanoLmG our (34) s
WCC61-62 » (CC63) WEIGHT-REHANOLED EFFECTIVE DATE -
DRAvaGe-ouT zone | (35 SIS (36) UNPACKING i 575 ] (38) (CC70-74) (39) 'E";v7i£2{fcg 580! 40)
SPECIAL INSTRUCTIONS
The above described property will be made available to you on (Date) 16 DEC 77 (41)

Maximum weight chargeable to Governmen 1bs. Weights in excess of such maximum will be charged to the owner.

Estimated cost of the service(s) is $31@ . 8@ . You are not to perform in any service which will result in contract costs in excess of
the above sum, unless authorized in writing by the Ordering Officer.

Services ordered are chargeable to procurement aﬂotmenmm_Sﬂl'z 25 (44)
Mail invoices to_ TRAFFIC MANAGEMENT OFFICE, GEORGE AFB CA 92392 (45)

" Payment will be made by ACCOUNTING & FINANCE OFFICER, GEORGE AFB CA 92392 (46)
This Service Order is negotiated pursuant to U.S.C. 2304 (a) (3).

(47)
XJcommeRciaL sTORAGE HAS BEEN DETERMINED TO BE MORE ECONOMICAL THAN GOVERNMENT STORAGE. (—587
TYPE NAME AND TITLE (49) DATE THE UNITED STATES OF AMERICA BY
JOHN R. DOE, CIV (50) {Signature of Ordering Office)
AF CONTRACTING OFFICER 10 DEC 77 (51)
DD . ts:un 1164 REPLACES AF FORM 883, APR 72, WHICH WILL BE USED IN THE USAF.

2, CONTRACTOR
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SAMPLE OF PARTIAL WITHDRAWAL

SERVICE ORDER FOR HOUSEHOLD GOODS
{Corhplete by Typewriter)
TO: (Name and address of Contractor) FROM: (Department and Issuing Office)
DESERT VAN AND STORAGE COMPANY TRAFFIC MANAGEMENT OFFICE
1234 SOUTH A STREET 42 TRNSS
VICTORVILLE, CALIFORNIA 92391 GEORGE AFB CA 92392

An order is hereby placed with you, accepting your offer (oral or written) for services on 18 JUL > 197 8 subject to the pro-
visions of the below-numbered Basic Agreement for the following services:

CARD IDENTITY (CCl TRANSACTION TYPE - CONTRACTOR IDENTITY |GOVERNMENT AGENCY APPROPRIATION/STORAGE
(ccy PERSONAL PROPERTY (CC2) (C€34) 1DENTITY(CCS) IDENTITY (CC7.8)

B P g1
SERVICE ORDER NUMBER BASIC AGREEMENT/MODIFICA- 1LOT NUMBER|LOCATION OF PROPERTY

TION 8 CCl15-19,
sTo FPL6gp—74A187 2314 | DAHC2372Af192 (cc119)

NEW (CC64-69) AgEg19 pP267 CONTRACTOR'S FACILITY

LAST NAME-PROPERTY OWNER (CC20-34)_ INITtALS (CC35-36) GRrRADE (CC37-40) PERMANENT ADDRESS OF OWNER

ga3e 136 WEST HIGH STREET
SSAN
311-26-3144 |LAS VEGAS, NEVADA 79812

ROGERS J.B.

REMARKS

REMOVE ITEMS: 91-STOVE: 1@@-REFRIGERATOR; 1¢7-WASHER; 11¢-DRYER
RELEASE TO: AAA VAN LINES, INC. GB/L# F4,679,018

REMAINDER OF LOT TO CONTINUE IN STORAGE.

AUTH: SO# 31332, DTD 1 JUL 78, APO NY #9189

"PARTIAL WITHDRAWAL"

CeTeTORACE Jua ECT STORAGE[ARE S, FXPIRATION JESTIMATED WEIGH ~ | WEIGHT IN STORAGE | WEIGHT PEMOVED | WEIGHT REMAINING
PERIOD (41-46) DAE-STOR (CC4 7-50) {CC51-55) /CC51-55)
748785 7682 29890 2809
. SERVICES ORDERED
{CCS56; WARDRORE (CC57-58) {CC59-60)
PACKING S HOUSEHOLD GOODS S DRAYAGE-IN ZONE 3
HANDLING IN {CC 60)
[ ﬂ.Sﬂ STORAGE $ ﬂ.Sﬂ HANDLING OUT X sg.65
(KCC6162) {CC63) WEIGHT-REHANDLED |EFFECTIVE DATE —
CC7 75-80,
DRAYAGE-OUT ZONE AD s UNPACKING N s ( ﬁgéﬂﬂ sa’éﬁﬁ’fﬁ )
SPECIAL INSTRUCTIONS
The above described property will be made available to you on (Date). 28 JUL 78
Maximum weight chargeable to Government L Ibs. Weights in excess of such maximum will be charged to the owner.
Estimated cost of the service(s) is SM__. You 2re not to perform in any service which will result in contract costs in excess of

the above sum, unless authorized in writing by the Ordering Officer.

Services ordered are chargeable to procurement ﬂlotmentwm 3725
Mail invoices to_ TRAFFIC MANAGEMENT OFFICER, GEORGE AFB CA 92392

Payment will be made by_ ACCOUNTING & FINANCE OFFICER, GEORGE AFB CA 92392
This Service Order is negotiated pursuant to U.S.C. 2304 (a) (3).

ICOMMEHCIAL STORAGE HAS BEEN DETERMINED TO BE MORE ECONOMICAL THAN GOVERNMENT STORAGE.

TYPE NAME AND TITLE DATE THE UNITED STATES OF AMERICA BY
JOHN R. DOE, CIV (Signature of Ordering Office)
AF CONTRACTING OFFICER 19 JuL 78

T , oM 1164 REPLACES AF FORM 983, APR 72, WHICH WILL BE USED IN THE USAF.

3. TMO
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SAMPLE OF COMPLETE REMOVAL
SERVICE ORDER FOR HOUSEHOLD GOODS

Kbmnkmhy!hxwﬁuﬂ

TO: (Name and address of Contracsor) FROM: (Department and Issuing Office)

DESERT VAN AND STORAGE COMPANY TRAFFIC MANAGEMENT OFFICE

123 SOUTH A STREET 42 TRNSS

VICTORVILLE, CALIFORNIA 92391 GEORGE AFB CA 92312
An order is hereby placed with you, accepting your offer foral or written) for services on___ , 19 subject to the pro-
visions of the below-numbered Basic Agreement for the following services:
CARO IDENTITY (CCJ) ;:argaﬁzlg=gg:ns?;(cc2} (C&}:I’J)ACTOR IDENTITY ?::nz:yrrc?&s)ncsucv ?:;:ag:cnlgg;féisfommz

B W
SERVICE ORDER NUMBER :lAOIhI‘CNt:‘RBEEiMENT/MODIFICA‘ LO(E&%T};}ER LOCATION OF PROPERTY
owFBIGBB-?&AﬂlZS-ﬂM”} [DAHC2372A2471
NEw (CC64-69) A GPA1 5 !
LAST NAME-PROPERTY OWNER {CC20-34) INITIALS (CC35.36) GRACE (CC3740) [PERMANEN T ADDRESS OF OWHER
pgg4 111 COURT STREET
JONES R.S. ssaN SPOKANE, WASHINGTON
456-23-18949 99092

REMARKS

RELEASE TO: ABC VAN AND STORAGE COMPANY GB/L: F8,092,456

AUTHORITY: SO# AA 18862, DTD 6 SEPT 78, GEORGE AFB CA 92392

"COMPLETE REMOVAL"

ESTSTORAGE |DATE OF STORAGE [APPRX EXPIRA TION ESTIMATED WEIGHT WEIGHT IN SYORAGE WEIGHT REMOVED | WEIGHT REMAINING
PERIOD {41-46) DATE-sTOR (CC47-50, {CC51-55) (CC51-55)
738812 255089
SERVICES ORDERED
(CC56] WARDROBE (CC57.58) (CC59-60)
PACKING s HOUSEHOLD GOODS s ORAYAGE-IN ZONE S
HANDLING IN (CC 60)
3 STORAGE s@.45 HANDLING OUT  y $@.65
Z (cce3y” R R FR TP Ty
DRAYAGE-OUT ZONE |Al S 2.4ﬂ UNPACKING N 3
’ SPECIAL INSTRUCTIONS
The above described property will be made available to you on (D“e)_ZQ“SEP T 78
Maximum weight chargeable to Government ﬂﬂ Ibs.

Weights in excess of such maximum will be charged to the owner.

Estimated cost of the service(s) is S_167 . 75 . You are not to perform in any service which will result in contract costs in excess of
the nbov‘g sum, unless authorized in writing by the Ordering Officer.

Services orduedneﬁxrl“able to procurement allotment. 57835 32 MHZS :
Mail invoices to_TRAFFIC _MANAGEMENT OFFICER, GEORGE AFB CA 92392 _
Piyment will be made by ACCOUNTING & FINANCE OFFICER,

GEORGE AFB CA 92392
This Service Order is negotiated pursuant to U.S.C. 2304 (a) (3).

ICONMIRCIAL STORAGE HAS BEEN DETERAMINED TO BE MORE ECONOMICAL THAN GOVERNMENT STORAGK.

TYPE NAME AND TITLE DATE THE UNITED STATESOF AMERICA BY
(Signeture of Ordering Office)

JOHN R. DOE, CIV

AF CONTRACTING OFFICER 20 SEPT 78

DD , :3:0;: 1164 REPLACES AF FORM 803, APR 72, WHICH WILL BE USKD IN THE USAF,

4. ACCOUNTING AND FINANCE ‘
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SAMPLE OF CORRECTION TO SERVICE

SERVICE ORDER FOR HOUSEHOLD GOODS

(Complete by Typewriter)

TO: (Name and address of Contractor)

1234 SOUTH A STREET
VICTORVILLE, CA 92391

DESERT VAN AND STORAGE COMPANY

FROM: (Department and Issuing Office)
TRAFFIC MANAGEMENT OFFICE
42 TRNSS
GEORGE AFB CA 92392

An order is hereby placed with you, accepting your offer {oral or written) for services on,
visions of the below-numbered Basic Agreement for the following services:

, 19 subject to the pro-

CARD IDENTITY (CC])

A C

TRANSACTION TYPC -
PERSONAL PROPERTY (CC2)

GOVERNMENT AGENCY

APPROPRIATION/STORAGE
\DeNTITY(CCS)

CONTRACTOR IDENTITY
(C?C IDENTITY (CC7-8)

34)

A AAD
SERVICE ORDER NUMBER BASIC AGREEMENT/MODIFICA~ LOT NUMBER | LOCATION OF PROPERTY

oLD - =PZ (cco-14) SRAC T 2ap4108- (ccis-19)

NEW (cCod-69) | BEPBRY #1596 | CONTRACTOR'S FACILITY

LAST NAME-PROPERTY DWNER (CC20-34) INITIALS ({CC35-36) GRADE ((C37-40) PERMANENT ADDRESS OF OWNER
20883 78931 OAKRIDGE PARK

FOSTER J.J. ssAN OAKLAND, CA 923g2

231-43-5888 .

REMARKS

SERVICES ARE REQUIRED.

SERVICE ORDER IS ISSUED TO CORRECT SERVICE ORDER NUMBER.

NO ADDITIONAL

"CORRECTION TO SERVICE ORDER"

Maximum weight chargeable to Government

E5T STORAGE |DATE OF STORAGE | APPRX EXFPIRATION |ESTIMATED WEIGHT WEIGHT IN STORAGE |WEIGHT REMOVED | WEIGHT REMAINING
PERIOD {41-46) OATE-STOR (CC47-50) {CC51-55) {CC51-55)
771815 #5199
SERVICES ORDERED
{CCS6) WARDROBE ((‘057.58) (CC59-60)
PACKING $ HOUSEHOLD GOODS $ DRAYAGE-IN ZONE $
HANDLING IN
t STORAGE S HANDLING QUT 1
JCC616. {CC63) ?CE‘CI%‘!;';"?EHANDLED 5;:5&2750‘7?-;0‘}_
DRAYAGE-OUT ZONK $ UNPACKING $
SPECIAL INSTRUCTIONS
N/A

The above described property will be made available to you on (Date)

Estimated cost of the service(s) is $___ N/A

Mail invoices to.

the above sum, unless authorized in writing by the Ordering Officer.
Services ordered are chugeﬁb Ato procurement allotment

Tbs. Weights in excess of such maximum will be charged to the owner.

. You are not to perform in any service which will result in contract costs in excess of

N/A

Payment will be made by. N/A

This Service Order is negotiated pursuant to U.S.C. 2304 (a) 3.

[COMMERCIAL STORAGE HAS BEEN DETERMINED TO BE MORE ECONOMICAL THAN GOVERNMENT STORAGE.

TYPE NAME AND TITLE BATE THE UNITED STATES OF AMERICA BY
JOHN R. DOE, CIV (Signature of Ordering Office)
AF CONTRACTING OFFICER 18 OCT 1977

DD

1 JuL 72

LRI

rorm 1164 TV NEPLACES AF FORM 883, APR 72, WHICH WILL BE USED IN THE USAF.

Ty

5. RESIDENT STORAGE MANAGEMENT OFFICE (MTMTS)
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CONTRACTOR’S FACILITY FILE

“ACCOUNTS-MEMBER'S EXPENSE™

INDIVIDUAL CASE FILES 1
A-Z

ACTIVE STORAGE INDIVIDUAL
CASEFILES A-Z

ANNUAL SERVICE ORDER
RENEWAL LISTINGS

COUNSOLIDATED INVOICES AND
PAID VOUCHERS

BASIC AGREEMENT AND MODIFICATIONS

CONTRACTOR S—w—

NAME AND — =
CODE
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SAMPLE OF 4-YEAR SERVICE RENEWAL

SERVICE ORDER FOR HOUSEHOLD GOODS
{Complete by Typewriter)

TO: (Name and address of Contractor) FROM: (Department and Issuing Office)
FLOYMBOYANT MOVING AND STORAGE, INC | TRAFFIC MANAGEMENT OFFICE
1202 NOKTH AVENUE 42 TRNSS
NEW RISE, TEXAS 79012 GEORGE AFB CA 92392
An order is hereby placed with you, accepting your offer (oral or written) for services on 26 SEPT ,19.83 subject to the pro-
visions of the below-numbered Basic Agreement for the following services:
CARD IDENTITY (CC]) ;z;:;aﬁ:e:gg:ﬂ:_r—vrccz) ?269531:47ACT0R IDENTITY ng::#pc75&5;c:ricv ::;:g:syg&o;é}sTonAGE
A ’ R g2
SERVICE ORDER NUMBER BASIC AGREEMENT/MODIFICA- |[LOT NUMBER [LOCATION OF PROPERTY
oo F - G (CC9-14) SaHC =T 9c6709 (ccis-19)
wew FPL6P1-84GPPLT (CCoé-69) PEPPIS #1352 [ONTRACTOR'S FACILITY
LAST NAME-PROPERTY OWNER (CC20-34) INITIALS ({CC35-36) GRADE (CC37-40) PERMANENT ADDRESS OF OWNER
#4839 720 NORTH 16TH STREET
.S. SSAN
JOHNSON G io6_53-288 | MEMPHIS, TENNESSEE
29185
REMARKS

ONLY ITEM V IS AUTHORIZED AS NO PHYSICAL MOVEMENT OF PROPERTY IS EFFECTED.

"RENEGOTIATION///FOUR-YEAR RENEWAL"

EST STORAGE |DATE OF STORAGE |APPRX EXPIRATION |[ESTIMATED WEIGHT

WEIGHT IN STORAGE |WEIGHT REMOVED | WEIGHT REMAINING
PERIOD (41-46) DATE-STOR {CC47-50) (CC51-55) {CC51-55}
8312 p26890
SERVICES ORDERED
{CC56) WARDROBE (CCS7-58}I (CC59-60)
PACKING S HOUSEHOLD GOODS ]s ODRAYAGE-IN ZONE DQ ]
HANDLING IN
s STORAGE S HANDLING OUT $
1CC6162) (CC63) ?C%CI'G?E-T?'J';EHANDLED Eggrg‘ci%/;igﬁgé—
DRAYAGE-OUT ZONE $ UNPACKING s
SPECIAL INSTRUCTIONS
The above described property will be made available to you on (Date). 1l OCT 83

Maximum weight chargeable to Governmen Ibs. Weights in excess of such maximum will be charged to the owrter.

Estimated cost of the service(s) is 5_1_6.,0_._8,&_. You are not to perform in any service which will result in contract costs in excess of
the above sum, unless authorized in writing by the Ordering Officer.

Services ordered are chargeable to procurement atlotment 5463500 324 5878.0N S5p325

"Mail invoices to. TRAFFIC MANAGER OFFICER, GEORGE AFB CA 92392

Payment will be made by ACCOUNTING & FINANCE OFFICER, GEORGE AFB CA 92392

This Service Order is negotiated pursuant to U.S.C. 2304 (a) (3).

]COMMERClAL STORAGE HAS BEEN DETERMINED TO BE MORE ECONOMICAL THAN GOVERNMENT STORAGE.

TYPE NAME AND TITLE DATE THE UNITED STATES OF AMERICA BY
JOHN R. DOE, CIV (Signature of Ordering Office}

AF CONTRACTING OFFICER 26 SEPT 83
DD rorm 1164 REPLACES AF FORM 883, APR 72, WHICH WILL BE USED IN THE USAF.

1 JuL 72

6. SERVICE ORDER SUSPENSE FILE



LI-QSL YAV

>
(a4
s
s
SERVICE ORDER NUMBER REGISTER 2
5
©
SERVICE LOT LAST NAME GRADE SOCIAL DATE STORED CONTRACTOR REMARKS
ORDER NUMBER & INITIALS SECURITY NO. SERVICE DATE -
NUMBER ORDERED =)
a. F g
b. 80G0001 32456 RALEIGH, GT 0037 219-22-0487 791209 791215 DESERT V&S a
80G0002 5
80G0003 -
80G0004 2
80G0005 et
81G0001
81G0002
SERVICE ORDER NUMBER
Column 1a Insert the procurement identification number for the base; that is, FO1 600.
Column 1b 8)  The first two numeric positions of the service order will always constitute the fiscal year (FY) designator.
0) Example: Calendar year (CY) Oct 1979—FY 80; 1980—FY 81.
G) Alpha character “G” represents the procurement instrument code for nontemporary storage of household goods.
0)  The remaining four numeric positions represent the numerical sequence of initial service orders issued and will revert
0) to “0001” at the beginning of each FY.
0)
1)
LOT NUMBER
Column 2 Lot numbers are assigned by the contractor, identifying a specific lot for each “initial” service order number.

14 S
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SAMPLE OF ANNUAL SERVICE ORDER

SERVICE ORDER FOR HOUSEHOLD GOODS
(Complete by Typewriter)

FROM: (Department and Issuing Office)

TO: (Name and address of Contractor)

FLOYMBOYANT MOVING AND STORAGE, INC TRAFFIC MANAGEMENT OFFICE
1202 NORTH AVENUE

42 TRNSS
NEW RISE, TEXAS 79612 GEORGE AFB CA 92392

An order is hereby. placed with you, accepting your offer (oral or written) for services on , 19 subject to the pro-
visions of the below-numbered Basic Agreement for the following services:
CARD IDENTITY (CC}) ;zazg:irg:otggns;v’ccz) fC?C':‘.?TaAC TOR IDENTITY ?:!:1"‘1’:’%7855;6ENCV f;::‘g:c'(gé‘o;é),TonAGE
g2 * *
SERVICE ORDER NUMBER er’LcNtJ?ARBEéERMENT/MODIF|CA. LC;E‘ Nl\-.;.h;zER LOCATION OF PROPERTY
ovo FALl6f1- (CC9-14) * * YOUR WAREHOUSE
NEW {CC64-69)
LAST NAME-PROPERTY OWNER (CC20-34) INITIALS (CC35-36) GRADE (CC37-40) PERMANKENT ADDRESS OF OWNER
* * * *
SSAN
*
REMARKS

ALL BASIC AGREEMENT STORAGE LOTS CURRENTLY IN STORAGE ARE RENEWED FOR A
PERIOD OF ONE YEAR. STORAGE CHARGES WILL BE AS CONTRACTED ON THE INITIAL
SERVICE ORDER AND SERVICE ORDER NUMBERS REMAIN THE SAME. THIS ORDER IS

gi‘gECEIVE FOR ALL BASIC AGREEMENT STORAGE LOTS SHOWN ON THE ATTACHED
TINGS.

*SEE INDIVIDUAL INITIAL SERVICE ORDER AND/OR ATTACHED LISTING.

"ANNUAL SERVICE ORDER RENEWAL"
EST STORAGE ?4A1T§.6<))FSTORAGE APPRX EXPIRATION JESTIMATED WEIGHT

WEIGHT IN STORAGE |WEIGHT REMOVED | NEIGHT REMAINING
PERIOD DATE-STOR (CC47-50), (CC51-55)

(CCS1-55)
12 MOS * *

*

SERVICES ORDERED

{CC56) WAROROBE {CC57-58) (CC59-60)
PACKING s HOUSEHOLD GOODS s DRAYAGE-IN ZONE s

HANDLING IN

$ STORAGE s * HANDLING OUT s
ccstel (cces e A P O
DRAYAGE-OUT ZONE $ UNPACKING H
SPECIAL INSTRUCTIONS

The above described property will be made availat;!e to you on (Date) EFFECTIVE DATE: 1 OCT 1982
Maximum weight chargeable to Government

*

1bs. Weights in excess of such maximum will be charged to the owner.

Estimated cost of the service(s)is S — . You are not to perform in any service which will result in contract costs in excess of
the above sum, unless authorized in writing by the Ordering Officer.

*
Services ordered are chargeable to procurement allotment

Mail invoices toL
Payment will be made by ACCOUNTING & F INANCE OFFICER, GEORGE AFR CcA 923 92
This Service Order is negotiated pursuant to U.S.C. 2304 (a) 3.

ICOMMERCIAL STORAGE HAS BEEN DETERMINED TO BE MORE ECONOMICAL THAN GOVERNMENT STORAGE.

TYPE NAME AND TITLE DATE THE UNITED STATES OF AMERICA BY
JANE R. DOE, CIV (Signature of Ordering Office}

AF CONTRACTING OFFICER 30 SEPT 82

DD Fomrm 1164 REPLACKS AF FORM 882, APR 72, WHICH WILL BE USED IN THE USAF.

T JuL 72

1. ACCOUNTING AND FINANCE
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ASSIGNMENT OF CONTRACTOR’S SERVICE AREAS

The TMO will review each contractor’s Basic Agreement to determine the “service
area” for each contractor. Contractors will be grouped in Drayage Zone Prefix
(service area) and Drayage Zone (county or zone) within each Drayage Zone Prefix.
Assignment of contractor’s “service areas” should be performed as follows:

a. County Service. If the contractor’s Basic Agreement indicates service will
be provided by counties, the TMO should group all counties in a segment of six.
The heaviest used six counties would be assigned Drayage Zone Prefix “A”. Each
county falling under Drayage Zone Prefix “A” would be numerically assigned
Drayage Zones 1 through 6. The next segment of six counties would be assigned
Drayage Zone Prefix “B”, and each county under Zone Prefix “B” would be numer-
ically assigned Drayage Zones 1 through 6. These procedures will be used until all
the counties have been properly designated.

(1) Once the Drayage Zone Prefixes and Drayage Zones have been estab-
lished, the contractor’s Basic Agreement will be reviewed, and all contractors of-
fering service to counties described under Drayage Zone Prefix “A” will be as-
signed Drayage Zone Prefix “A.” If the contractor services one or more of the de-
signated counties under Drayage Zone Prefix “A,” he or she will be assigned the
proper Drayage Zone for that county. The same procedure will be followed for the
remaining drayage zone prefixes. For example: Using the attached county chart
for base “X,” the TMO has a responsibility for 25 counties and has redesignated
these counties into drayage zone Prefixes “A,” “B,” “C,” “D,” and “E.” Each county
following under these drayage zone prefixes has been assigned numerical Drayage
Zone 1 through 6. This procedure provides a means of grouping all contractors
serving the area into uniform designated areas.

(2) When describing a contractor’s area of service (Drayage Zone Prefix
and Drayage Zone), you would indicate A1, A2, A3, A4, A5, A6, B1, B2, etc.

A-13
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COUNTY STRUCTURES
Area of Responsibility: 25 Counties.
D6 D3
CEDE DIX
b1 D2
\DANE DRAKE
D4 Y
STAN
B2 Bl
D5 MING BURK
PLAT
FAX FORD LINC
Al
B4 A3 oUG
BUTLER SAND
A2
BS SARR
WARD B6 A6
CAST CASS
Cl
EI
OTOE
HENRY B c3
Cc2
cé JoHN | CONE
GAGE PiZE c4
RITCH

Drayage Zone Prefix A—The heavy workload area and drayage zone.

Drayage Zone Prefix B—This depicts the next segment of counties and drayage zones.
Drayage Zone Prefix C—This depicts the next segment of counties and drayage zones.
Drayage Zone Prefix D—This depicts the next segment of counties and drayage zones.
Drayage Zone Prefix E—This depicts the next segment of counties and drayage zones.
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b. Multicounty Service:

(1) If the contractor’s Basic Agreement indicates service will be

TMO will assign the entire service area to one drayage zone prefix.
through 6.

(2) Area of responsibility: 13 counties.

provided under the multicounty structure, the
Each zone would be assigned drayage zones 1

|
Al

W

ZONE 3

ZONE 5

ZONE 5

ZONE ¢

ZONE 6 |ZONE 6

ZONE 6

*U.5. GOVERNMENT PRINTING OFFICE: 1981 — 340-972:101






