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Attachment 2, Appendix C

PROCESS ORIENTED DESCRIPTION

PERSONAL PROPERTY PROCESSING OFFICE (PPPO)

A2.1.  MEMBER’S ORDER & APPOINTMENT.  Reviews member’s orders (or letter in lieu of) for entitlements and restrictions.  Notifies issuing authority of any error and awaits amendment, if necessary.  Schedules appointment manually, by telephone, or by locally developed automated process that include preparing appointment worksheet, annotating appointment log, and issuing appointment slip.

A2.2.  OUTBOUND COUNSELING.

A2.2.1.  PERFORMS MEMBER COUNSELING.  Completes required checklist(s) and briefs member on personal property shipment in conjunction with PCS and/or TDY, local move, mobile home move, nontemporary storage, Personally Procured Move (PPM), boat shipment, early return of dependents, BLUE BARK, Privately Owned Vehicle (POV) movement and storage, motorcycles, boats, professional books, papers, equipment, weapons, claims and insurance.  

A2.2.2.  PREPARES AND REVIEWS DOCUMENTATION.  Prepares and reviews documentation to include DD Form 1299, Application for Shipment and/or Storage of Personal Property, DD Form 1412, Inventory of Articles Shipped in House Trailer, DD Form 1701, Inventory of Household Goods, DD Form 1797, Personal Property Counseling Checklist, DD Form 1800, Mobile Home Shipment Inspection, DD Form 1857, Temporary Commercial Storage at Government Expense, DD Form 1863, Accessorial Services-Mobile Home, DD Form 2278, Personal Procured Mode Counseling Checklist, AF Form 2473, Home of Selection Travel and Transportation Entitlements, AF Form 829, Expiration of NonTemporary Storage Account, DD Form 788, Private Vehicle Shipping Document for Automobile, DD Form 1434, United Kingdom (UK) Customs Declaration for the Importation of Personal Effects of U.S. Forces and/or Civilian Personnel on Duty in the UK.  Distributes copy(s) to member and forwards copy(s) to AFELM JPPSO (FED EX and/or Scan documents into database).

A2.3.  EXCESS COST.  Looks up rates and estimates excess cost.  Processes rebuttal to include interviewing member, reviewing excess cost notification, advising member of options, assisting member with rebuttal letter, assisting member with rebuttal package, and forwarding to appropriate agency.

A2.4.  PAYMENT FOR EXCESS COST.  Collects payment from member, prepares DD Form 1131, Cash Collection Voucher, signs and delivers DD form 139, Pay Adjustment Authorization, to finance, receives voucher number from finance, releases shipment (accomplishes DD Form 1299, Application for Shipment and/or Storage of Personal Property, for movement).

A2.5.  PERSONALLY PROCURED MOVE (PPM) PAYMENT.  Calculates Government Constructive Costs (GCC), prepares mail reimbursement letter, storage reimbursement letter, mobile home authorization and/or settlement letter, POV authorization and/or settlement letter, prepares DD Form 1701, Inventory of Household Goods, or retrieves weight estimate from JPPSO Web Site, collects receipts, collects weight tickets, verifies information and expenses, certifies DD Form 2278, Shipment and/or Storage of Personal Property, coordinates with appropriate agencies, sends cost letter to finance, updates transmittal log.

A2.6.  EXTENSION OF ENTITLEMENT REQUEST.  Processes Air Force retirement and separation travel and transportation entitlement extensions for AFELM JPPSO-SAT or AFPC.  Advises member on required documents, reviews documents for applicability, assists member in generating letter.  Reviews other service’s (Army, Navy, Marines, etc.) member request for entitlement extension approval.

A2.7.  MEMBER CLAIM.  Listens to customers, coordinates with claims office and furnishes documents to support claims.

A2.8.  CUSTOMER INQUIRY.  Provides member information on inbound shipment.  Collects and enters member contact information and comments into TOPS.  Counsels member on delivery and claims information. Refers customer to JPPSO.  Provides estimated cost to CPO and housing office.  Responds to missed delivery and/or pickup notification.  Provides briefing (e.g., intro briefs, smooth move and FTAC).

A2.9.  QUALITY CONTROL AND INSPECTION.

A2.9.1.  PREPARES FOR SHIPMENT INSPECTION.  Receives list of shipments from JPPSO and coordinates with agent, selects shipments, chooses routes, and checks out GOV.  Maintains GOV and signs off daily inspection form. 

A2.9.2.  PERFORMS SHIPMENT INSPECTION.  Inspects shipment to include outbound, inbound, local move, DPM, NTS, mobile home, boat, POV and Personally Procured Shipments.  Ensures compliance with performance work statement (PWS), tender of service and Basic Ordering Agreement (BOA).  Inspects shipment to include interviewing and advising member, interviewing agent, examining quality of packing, and providing contact information to member.  Certifies need for accessorial service.  Annotates AF Form 383, Personal Property Quality Control Inspector's Worksheet & Travel Log.

A2.9.3.  PERFORMS TRAVEL IN CONJUNCTION WITH SHIPMENT INSPECTION.  Travels from workcenter to first inspection location, travels between inspection locations and travels back to workcenter. Returns GOV if required.  

A2.9.4.  DOCUMENTS INSPECTION.  Completes inspection forms to include: DD Form 1800, Mobile Home Shipment Inspection, DD Form 1780, Shipment Evaluation and Inspection Record), DD Form 788, Private Vehicle Shipping Document for Automobile, AF Form 2773, Report of Contractor Services, and AF Form 2772, Contract Discrepancy Report.  Sends applicable documentation to Operational Contracting Office (FED EX and/or Scan documents into database).  Inputs inspection data into TOPS.  Researches governing directives.

A2.9.5.  PERFORMS CARRIER, AGENT AND CONTRACTOR FACILITY INSPECTION.  Schedules and conducts inspection, follows up inspection for corrections, travels to carrier and/or agent and/or contractor facility or freight terminal, conducts carrier or agent facility inspection and discusses findings. Prepares and distributes inspection report, initial DD Form 1811, Pre-Award Survey of Contractor's/Carrier's Facilities and Equipment, and DD Form 1812, Warehouse Inspection Report with RSMO, JPPSO and agent. 

A2.9.6.  CERTIFIES WEIGHING.  

A2.9.6.1.  CERTIFIES WEIGHING AT ON-BASE SCALE.  Performs weigh master duty at local base scale.

A2.9.6.2.  PLANS AND MONITORS REWEIGH.  Schedules and witnesses reweigh for both gross and tare weights, assures compliance with applicable regulations, and reports witnessed reweigh information. Includes travel time to and from scale.

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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