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Attachment 2, Appendix A

PROCESS ORIENTED DESCRIPTION

JOINT PERSONAL PROPERTY SHIPPING OFFICE (JPPSO)

A2.1.  OUTBOUND SHIPMENT.

A2.1.1.  DETERMINES MODE AND METHOD OF SHIPMENT.  Reviews applicable documentation (saturation letters for local carriers or agents), calls carrier or agent for availability.  Reviews directives and Personal Property Consignment and Instruction Guide (PPCIG)

A2.1.2.  PERFORMS COST COMPARISON AND CONSTRUCTIVE COST.  Performs cost comparison or constructive cost for Direct Procurement Method (DPM), Through Government Bill of Lading (TGBL), overseas and/or intra-theater, DoD civilian move, TDY move, boat, mobile home, and TGBL consolidated shipment.  Researches freight tender and rate solicitation.

A2.1.3.  SELECTS CARRIER AND/OR CONTRACTOR.  Selects carrier or contractor for TGBL or International Through Government Bill of Lading (ITGBL) shipments, and DPM shipment based on availability. Also requests one time only (OTO) rate from MTMC, monitors for response and includes route and/or Government Bill of Lading (GBL).

A2.1.4.  DETERMINES AVAILABILITY OF STORAGE IN TRANSIT (SIT).  Reviews documentation to determine SIT availability at origin and destination.  Stores at origin at member’s and/or destination’s request.  Compiles SIT saturation report.  Assigns and monitors SIT register.  Processes SIT extension (DD Form 1857, Temporary Commercial Storage at Government Expense).  Notifies destination of new Required Delivery Date (RDD) of SIT origin.  Processes suspense for storage expiration.

A2.1.5.  BOOKS SHIPMENT.  Assigns GBL, posts TDR, annotates GBL register, DPM contractor log, and notifies member and carrier or agent via telephone or electronically.  Processes carrier or agent refusal.  Provides confirmation letter for DPM shipment.  Reviews booking information and annotates change.  Monitors consolidation tonnage.  Suspenses carrier or agent.  Processes pullback or turnback (cancellation by member, carrier, agent, contractor and MTMC).  Includes BLUE BARK: selects carrier or contractor, coordinates with QC, notifies management, carrier and agent.

A2.1.6. PROCESSES SHIPMENT DOCUMENTATION.  Prepares GBL and related documentation.  Distributes documentation (files, faxes, mail, etc), suspenses, reconciles, and maintains shipment record to include data entry.

A2.1.7.  MAINTAINS SUSPENSE FILE.  Processes TOPS report.  Processes hard copy suspense.  Suspenses file to calculate excess cost (CODE J, Active File, DPM for PRO Number).  Obtains missing documentation (from TOPS or other sources).  Scans file folder.  Files folder when documentation and weight is complete. 

A2.1.8.  PROCESSES ATTEMPTED PICKUP.  Attempts to notify member of attempted pick-up. Processes correction notice or pull back and updates TOPS.  Determines party at fault for failed pickup.  Calculates attempted pick-up cost.  Reschedules pickup.  Processes proper documentation for payment.

A2.1.9.  PROCESSES OUTBOUND AND/OR LOCAL INVOICE FOR PAYMENT.  Date stamps invoice, verifies shipment information in TOPS and against DPM contract.  Distributes copies to appropriate DFAS (with appropriate transmittal forms), contractors and individual housing office.  Files and/or scans documents.

A2.1.10. MAINTAINS TONNAGE DISTRIBUTION ROSTER (TDR).  Awards tonnage, calls carrier or agent and processes acceptance or refusal.  Reviews abnormal trends.  Monitors tonnage threshold.  

A2.1.11.  MAINTAINS DOCUMENT REFERENCE LIBRARY.  Maintains historical TDR, carrier name and address information in TOPS; domestic or MTMC rate solicitation, freight tariffs, intrastate tariffs and individual rate tenders, maintains manual GBL file.

A2.1.12.  MONITORS AND IDENTIFIES SHIPMENT FOR EXCESS COST.  Reviews shipment file; collects, compiles, prepares and provides documents to Excess Cost & Adjudication Function (ECAF); computes excess cost; initiates collection of excess cost (Excess Mileage and/or Excess weight).

A2.1.13.  ESTABLISHES SHIPMENT FILE.  Prints GBL out of TOPS and establishes file.

A2.1.14.  PROCESSES STATEMENT OF ACCESSORIAL SERVICES PERFORMED.  Verifies documentation provided by contractor.  Verifies SIT information in TOPS.  Enters reweigh figures.  Stamps, signs, and distributes Statement of Accessorial Services (DD Form 619, Statement of Accessorial Services Performed).  Files hard copy of form.

A2.2.  NONTEMPORARY STORAGE SHIPMENT.
A2.2.1.  REVIEWS APPLICATION.  Reviews and annotates application and/or orders.  Includes privately owned vehicles.

A2.2.2.  BOOKS SHIPMENT.

A2.2.2.1.  BOOKS HANDLING-IN SHIPMENT.  Reviews TOPS for low-cost storage contractor.  Calls contractor and processes refusal or acceptance.  Obtains lot number, assigns service order number and prints service order (DD Form 1164, Service Order for Personal Property).  Calls member with drop off information for vehicle storage.  Includes POVs.

A2.2.2.2.  BOOKS HANDLING-OUT SHIPMENT.  Inputs actual release date and prints service order (DD Form 1164, Service Order for Personal Property).  Breaks down and distributes documentation file.  Calls member with pick up information for vehicle storage.  Includes Privately Owned Vehicles (POV).

A2.2.3.  MAINTAINS SUSPENSE FOR RETURNED DOCUMENTATION (WEIGHT

TICKET & INVENTORY).  Processes and reviews handling-in or partial receipt.  Enters actual weights, reviews inventory for unauthorized items, enters Pro-Gear weight, enters and/or changes pickup date.  Prints and distributes service orders (DD Form 1164, Service Order for Personal Property).  Suspenses member file, enters date of removal, prints service orders.

A2.2.4.  PROCESSES AND REVIEWS RECEIPT.

A2.2.4.1.  PROCESSES AND REVIEWS HANDLING-OUT RECEIPT.  Enters release date.

A2.2.4.2.  PROCESSES AND REVIEWS LOCAL RECEIPT.  Enters release date.

A2.2.5.  PROCESSES INVOICE AND DOCUMENTATION.  Prints and distributes NTS contractor to include Handle-In Invoice, Handle-Out Invoice, and Quarterly Storage Invoice.  Stamps, dates, and forwards documents to appropriate finance office.  Includes POVs.

A2.2.6.  MAINTAINS DOCUMENT REFERENCE LIBRARY.  Prints and reviews NTS master list.  Maintains basic ordering agreement (BOA) file.  Obtains and maintains current basic ordering agreement file from RSMO by NTS contractor to include modifications and forwards BOA copies to appropriate DFAS.

A2.2.7.  PROCESSES 4-YEAR RENEGOTIATION.  Updates service order number and rate in TOPS.  Prints out and distributes service order and/or listing and updates member's file.  Provides RSMO with shipment information for carrier or agent without current rates.  

A2.2.8.  PROCESSES ANNUAL RENEWAL.

A2.2.8.1.  PROCESSES CONTRACTOR ANNUAL RENEWAL.  Updates account classification in TOPS.  Prints out and distributes service order. Completes file.

A2.2.8.2.  PROCESSES HOUSING ANNUAL RENEWAL.  Updates account classification in TOPS.  Prints out and distributes service order. Completes file.

A2.2.8.3.  PROCESSES CIVILIAN ANNUAL RENEWAL.  Sends expiration notice.  Receives fund cite from CPO.  Updates account classification and expiration date in TOPS.  Prints out and distributes service order.  Completes file.

A2.2.9.  COMPUTES COST ESTIMATE FOR BASE-FUNDED STORAGE.  Provides cost estimate for authorized storage.

A2.2.10.  PROCESSES EXTENSION OF ENTITLEMENT.  Notifies member of expiration notices by mail, telephone call or e-mail.

A2.2.11.   CONVERTS STORAGE TO MEMBER'S EXPENSE.  Notifies member, prepares DD Form 1164, Service Order for Personal Property, and distributes to contractor and RSMO.

A2.2.12.  COLLECTS EXCESS COST AND PROCESSES MEMBER PAYMENT.  Collects excess cost for attempted pickup, attempted delivery, excess distance, excess weight, or excess storage.  Reviews member's file.  Processes member payment to include DD Form 1131, Cash Collection Voucher, and DD Form 139, Pay Adjustment Authorization.  Distributes to appropriate financial institution.

A2.2.13.  INITIATES CONTRACTOR SET-OFF ACTION.

A2.2.14.  PROCESSES MANUAL INVOICE.  Reviews invoice for approval and forwards invoice and documentation to appropriate DFAS.

A2.3.  QUALITY CONTROL AND INSPECTION.
A2.3.1.  PREPARES FOR AND INSPECTS SHIPMENT, LOSS AND DAMAGE.

A2.3.1.1.  PREPARES FOR SHIPMENT INSPECTION.  Prints list of shipments, selects shipments, chooses routes, and checks out GOV.  Maintains GOV and signs off daily inspection form. 

A2.3.1.2.  PERFORMS SHIPMENT INSPECTION.  Inspects shipment to include outbound, inbound, local move, DPM, NTS, mobile home and boat.  Ensures compliance with performance work statement (PWS) (DD Form 2773, Report of Contractor Services) and tender of service.  Inspects shipment to include: interviewing and advising member, agent or carrier compliance, examining quality of packing, and providing contact information to member.  Certifies need for accessorial services. Annotates AF Form 383, Personal Property Quality Control Inspector's Worksheet and Travel Log, and documentation as required.

A2.3.1.3.  PERFORMS TRAVEL IN CONJUNCTION WITH SHIPMENT INSPECTION.  Travels to initial inspection location, subsequent inspection locations and returns back to JPPSO. 

A2.3.1.4.  DOCUMENTS INSPECTION.  Completes inspection forms to include DD Form 1800, Mobile Home Inspection Record, DD Form 1780, Report of Carrier Services Personal Property Shipment, and DD Form 2773, Report of Contractor Services.  Inputs inspection data into TOPS.

A2.3.1.5.  PREPARES CONTRACTOR PERFORMANCE EVALUATION REPORT.  Review DD Form 2773, Report of Contractor Services, completes discrepancy report and forwards to contracting office.  Reviews contractor’s rebuttal.  Prepares reply to contractor’s rebuttal and forwards to contracting office.  Maintains contractor file.

A2.3.2.  ADMINISTERS TOTAL QUALITY ASSURANCE PROGRAM (TQAP).  Produces and maintains carrier and agent listings, verifying updated TDR, determines carrier’s nonuse status and confirms existence of Letter of Intent (LOI).

A2.3.2.1.  MANAGES CARRIER AND CONTRACTOR PERFORMANCE.

A2.3.2.1.1.  SCORES SHIPMENT.  Reviews DD Form 1841, Government Inspection Report, DD Form 1842, Claim For Loss of or Damage to Personal Property Incident to Service, and DD Form 1780, Shipment Evaluation and Inspection Record.  Inputs information into TOPS (i.e. estimated damage, form completeness, missed pickup, missed RDD, missing documents, etc.).  Prints, signs, dates, files and distributes forms to appropriate recipients.

A2.3.2.1.2.  ESTABLISHES AND MAINTAINS CARRIER AND AGENT PERFORMANCE FILE.  Compiles performance data to include DD Form 1841, Government Inspection Report, and DD Form 1780, Shipment Evaluation and Inspection Record, Letter of Suspension and/or warning, facility information, warehouse inspections (DD Form 1812, Warehouse Inspection Report, and DD Form 1811, Pre-Award Survey of Contractor's/Carrier's Facilities and Equipment), fire, security, and hazardous material inspection, and shipment on hand report. 

A2.3.2.1.3.  PROCESSES AND SUBMITS SEMIANNUAL EVALUATION. Processes semiannual evaluations manually and/or through automation for all carriers (International, Interstate and Intrastate Carriers).  Verifies score and shipment on DD Form 1780, Shipment Evaluation and Inspection Record. Evaluates carrier and contractor performance file.  Mails evaluation to carrier.

A2.3.2.1.4.  EVALUATES CARRIER AND CONTRACTOR PERFORMANCE.  Takes appropriate action to include issuing Letters of Warning or Suspension via certified mail, disqualifying carrier or agent, recommending carrier disqualification.  Updates action taken in TOPS. Coordinates punitive actions from RSMO affecting carrier’s facilities and/or NTS contractor’s performance.

A2.3.2.1.5.  PROCESSES CARRIER APPEAL.  Processes carrier appeal to include reviewing shipment score, letter of warning, letter of suspension, and semi-annual grade.  Prepares and distributes written response.

A2.3.3.    PROCESSES AND UPDATES LETTER OF INTENT (LOI).  Checks carrier approval guide, required documents, agent names for maximum carrier representation, verifies MTMC approval for codes of service, operating authority, and agency agreement; acknowledges receipt of LOI by mail; informs carrier of acceptance or rejection, annotates LOI and updates TOPS.

A2.3.4.  COORDINATES PRE-AWARD INSPECTION.  Prepares letter to notify RSMO of new carrier or agent.

A2.3.5. PERFORMS LOCAL CARRIER AND AGENT FACILITY INSPECTION (INCLUDES POV STORAGE).  Schedules inspection, prepares inspection forms (DD Form 1812, Warehouse Inspection Report, and DD Form 1811, Pre-Award Survey of Contractor's/Carrier's Facilities and Equipment), travels to carrier or agent facility or freight terminal, conducts carrier or agent facility inspection. Discusses findings with carrier or agent.  Prepares and distributes inspection report to RSMO and carrier or agent.  Maintains file copy.  Follows up inspection.

A2.3.6.  ADMINISTERS GOVERNMENT-OWNED CONTAINER PROGRAM.  Inspects government-owned containers, advises disposition, determines serviceability, and advises outbound of availability of containers on hand.  Annotates Government-Owned Container (GOC) Log (AF Form 3137, General Purpose).  Includes inspections and travel time.

A2.3.7.  WITNESSES WEIGHING AND REWEIGHING.  Schedules and witnesses reweigh for both gross and tare weights, ensure compliance with applicable regulations, and reports witnessed reweigh information. Includes travel time.

A2.4.  INBOUND SHIPMENT.
A2.4.1.  ESTABLISHES AND MAINTAINS CASE FILE.  Obtains documents from TOPS or obtains paperwork from origin.   Creates TOPS record. Creates case file.  Prints out Interactive Voice Response (IVR) report and updates case file in TOPS.

A2.4.2.  CLEARS SHIPMENT.  Locates and/or contacts member to determine shipment disposition (arrange delivery or place in SIT).  Authorizes waiting time.  Reviews documentation to determine SIT entitlement.  Assigns SIT number.  Determines reweigh requirement.  Reviews SIT saturation report.  Determines DPM SIT expiration date.  Processes suspense for storage expiration.  Prints out DPM call letter and faxes to carrier or agent and/or documents on clearing sheet.

A2.4.3.  MONITORS STORAGE IN TRANSIT (SIT).  Monitors SIT to include notifying member of expiration, preparing and distributing DD Form 1857, Temporary Commercial Storage at Government Expense, processing extension application, and converting SIT to member's expense.  Verifies, recommends, and prepares extension request case file for commander’s review for approval and/or disapproval.  Updates TOPS.  Processes extension of entitlement and notifies member by mail, telephone call, or e-mail of expiration notices.  Monitors SIT register. 

A2.4.4. ARRANGES DELIVERY.  Arranges direct delivery, delivery from SIT or storage at member's expense.  Coordinates with carrier or agent for delivery date.  Verifies reweigh request. Converts SIT to Non-Temp.  Prepares and distributes required documents.  Coordinates with origin to reconcile discrepancies.  Prints out DPM call letter and fax to carrier or agent.

A2.4.5.  PROCESSES ATTEMPTED DELIVERY.  Attempts to notify member of attempted delivery.  Requests shipment back to warehouse and update TOPS.  Determines party at fault for failed delivery.  Calculates attempted delivery cost.  Reschedules delivery.  Prepares documentation for payment.

A2.4.6.  ASSISTS PPPO WITH EXCESS COST REBUTTAL.  Provides documents to PPPO as requested. 

A2.4.7.  PROCESSES INBOUND INVOICE FOR PAYMENT.  Date stamps invoice, verifies shipment information in TOPS and against DPM contract.  Distributes copies to appropriate DFAS (with appropriate transmittal forms) and contractor.  Files and/or scans documents.

A2.4.8.  PROCESSES SHIPMENT DIVERSION.  Receives notification of change in destination, prepares certificate of diversion, notify carrier or agent, coordinate with new destination, distribute documents, and update TOPS. 

A2.4.9.  PROCESSES RESHIPMENT.

A2.4.10.  PROCESSES LONG DELIVERY FROM SIT.

A2.4.11.  PROCESSES TRACER ACTION.  Prepares and updates suspense records to include RDD suspense.  Traces overdue and missing property.  Runs RDD report to trace late shipment.  Traces missing items at member request.  Assists destination TMFs with tracer actions.

A2.4.12.  PROCESSES STATEMENT OF ACCESSORIAL SERVICES PERFORMED (DD Form 619-1, Statement of Accessorial Services Performed).  Verifies documentation provided by contractor, SIT information in TOPS, reweigh figures and partial delivery.  Stamps, signs, and distributes Statement of Accessorial Services.  Files hard copy form.

A2.5. CUSTOMER INQUIRY.  Provides customer information on inbound, outbound, and non-temp shipments and QC issues.  Performs research on shipment and/or issue and responds to customer.  Counsels member on entitlements and claims.  Advises member of shipment status.  Gathers member contact information.

A2.6. DPM CONTRACT ADMINISTRATION.  Determines requirements for contract service requested, reviews requirement, provides contracting with current Performance Work Statement (PWS) and message change, estimates costs of each item by area to aid contracting in evaluation of bid, provides listing of ordering personnel, provides billing instruction, submits request for contract (AF Form 9, Request for Purchase), monitors performance, reviews and certifies payment invoice, and reviews overall contractor performance.

A2.7.  TOPS ADMINISTRATION.  Provides technical support to include satellite offices on System Security Authorization Agreement (SSAA), packages for base Designated Approval Authority (DAA), and reviews endorsement; controls user access connectivity, account management, and peripheral management; installs and/or monitors application software releases; instructs and assists users on system application to include IVR; performs backup and program recovery techniques; performs liaison activity with LAN and/or WAN administrators, TOPS PMO and Air Force TOPS Executive Agency; attends TOPS training; performs database management (i.e., archives records); uses Standard Query Language (SQL) to assure data integrity; uses SQL to create and compile custom reports.

INDIRECT.  Indirect work involves those tasks that are not readily identifiable with the work center’s specific product or service.  The major categories of standard indirect work are:  Administers Civilian, Officer, and Enlisted Personnel; Directs Work Center Activity; Provides Administrative Support; Prepares for and Conducts and/or Attends Meeting; Administers Training; Manages Supplies; Maintains Equipment; and Performs Cleanup.  See AFMS 00AA, Standard Indirect Allowed Man-hours.
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