MANUAL: Personne
Chapter Series CC--Comm ssioned Corps Personnel Manua
Part 2--Conmm ssioned Corps Personnel Adm nistration

DEPARTMENT OF HEALTH AND HUMAN SERVI CES
Public Health Service

Chapter CC24--Travel and Transportation
Subchapt er CC24. 6--Transportati on of Househol d Goods
Per sonnel | NSTRUCTI ON 1--General |nformation About Shipnent of

Househol d Goods

CONTENTS

Section Subj ect Page
A Purpose and Scope . . . . . . . . . . . . . 1
B. Aut hority . . . . . . . . . . . . . . . .. 2
C. Definitions . . . . . . . . . . . . . . .. 2
D. Responsibility . . . . . . . . . . . . . . 2

Exhi bit | Form PHS-4013-1, "Application for Shipnent of
Househol d Goods" . . . . . . . . . . . . . 7
Exhibit 11 Form PHS- 4086, "Carrier's Performnce Report" 8

Section A. Pur pose and Scope

Thi s I NSTRUCTI ON provi des general information about transportation of househol d
goods and personal effects, both donestic and foreign, of nmenbers of the Public
Heal th Service (PHS) Comm ssioned Corps when noving at Government expense on
Governnment bills of lading. It provides for the establishment of household
goods shipping officers within PHS.

These provisions are applicable to designated PHS shipping officers at
headquarters and field installations who arrange for transportation of
househol d goods and personal effects bel ongi ng to conm ssioned officers. These
I NSTRUCTI ONs al so provide general guidance to administrative personnel in
agenci es ot her than PHS who wi I | handl e shi pments for PHS comi ssi oned officers
detailed to their agencies, and to comn ssi oned of fi cers who nust act as their
own shi pping officer.
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Section B. Authority

The basic authorities for the transportation allowances described in this
subchapter are contained in 37 U. S. Code, Section 406. The Joint Federal Trave

Regul ations (JFTR), Volune 1, Chapter 5, provides the authority for nmenbers of the
uni formed services to transport househol d goods and personal effects at Governnment
expense, within the framework of decisions of the General Accounting Ofice (GAO .
The I NSTRUCTI ONs contained in this subchapter are intended to supplenent the JFTR
and provi de gui dance not found in the JFTR. I n cases where the provisions of this
subchapter are contrary to the provisions of the JFTR, the latter shall be the
control ling docunent.

Section C. Definitions

For purposes of this INSTRUCTION, the terns defined in this section shall apply
t hroughout this subchapter, unl ess specifically defined differently in a particular
i nst ance.

1. Household Goods. This term is understood to include the term "personal
effects," and shall have the nmeaning given to "Househol d Goods" in Appendix A
of the JFTR. The JFTR definition includes a list of specific itens which may
not be consi dered househol d goods for the purposes of shipnment at Governnment
expense.

2. PHS Conponent. This identifies the PHS Agencies, staff offices and regiona
of fices, and the various installations within their respective jurisdictions.

3. Shipping Oficer. In the general sense, this is an individual within a PHS
conponent who i s responsi ble for maki ng arrangenents for the transportation of
the household goods of PHS comr ssioned officers. Where necessary, these
I NSTRUCTI ONs wi || specify a specific shipping officer to be used for certain
shi pnent s.

Section D. Responsibility

1. The Division of Comm ssioned Personnel (DCP), Ofice of the Surgeon General
coordi nati ng, when appropriate, with the PHS conponents and their respective
financi al managenent offices, shall

a. Devel op, prescribe, and issue PHS traffic nmmnagenent policies and
procedures for the transportati on of househol d goods and personal effects
for menbers of the PHS Conm ssioned Corps when noving at Governnent
expense;

b. Interpret applicable transportation directives and instructions of the
JFTR, GAO, and transportation regul atory agencies; and

c. Provi de staff assistance in the area of transportation, as necessary.
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2. The PHS conmponent financi al managenment offices and fiel d accounting points wll
be responsible for auditing carriers' bills of lading for transportation
charges to assure that paynment of charges by PHS are limted to authorized
al  owances and entitlenents.

3. The Personnel Services Branch, DCP, is responsible for providinginterpretation
of entitlenments within the JFTRin situations requiring explanation beyond the
know edge of |ocal personnel or adm nistrative offices.

4. The Transactions and Applications Branch, DCP, is responsible for:

a. | ssuance of personnel orders directing a pernanent change of station which
provi des:

(1) Entitlenment to shipnent and/or |ocal drayage of househol d goods, if
appropri ate;

(2) Appropriate fiscal information;

(3) Points between which transportation is authorized, thus establishing
maxi mum di st ance goods may be shi pped at Government expense; and

(4) Entitlenment to additional tenporary storage or nontenporary storage
when i ndi cat ed.

b. Directing affected officers on pernmanent change of station to the
appropriate shipping officer; and

c. Furni shing informative material and necessary forns related to shipnent
of househol d goods to nenbers of the comi ssi oned corps upon being called
to duty.

5. The PHS conmponents will be responsible for inplenmenting the househol d goods

shi pment programwithin their respective areas. As a matter of general policy,
each maj or PHS install ation, outside the Washi ngton, D.C. area, havi ng shi pping
capabilities will provide household goods shipping service for other PHS
activities located in the same general vicinity, regardless of conponent
affiliation. This may consist of:

a. Provi ding for a shipping officer within the headquarters;

b. Requiring the assunption of househol d goods shipnment responsibility at
i nstall ati ons having exi sting capabilities for the shipment of Governnent
property;

c. Arrangi ng for another PHS conponent to provide shipping services;

d. Any conbi nati on of the above;
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6. Oficers in charge of PHS field installations shall

a.

Be responsi bl e for overall inplenentation of the househol d goods shi pnent
program at their stations; and

Establish a central shipping office for househol d goods shi pnents. This
responsibility, if possible, will be assigned to a shipping officer who
otherwise is responsible for shipping Governnent property. Thi s
responsibility will not be reassigned except at |arge installations where
the vol ume of househol d goods shipnents warrants the designation of a
separate shipping officer for that purpose.

7. Upon receipt of formPHS-4013-1, "Application for Shipment of Househol d Goods"

( Exhi
for:

a.

bit 1), shipping officers and/or their alternates shall be responsible

Sel ecting the mode of transport and carrier (unless the owner of the goods
requests a specific carrier within the selected nmode) that will provide
the required service at the npbst economcal cost overall to the
Gover nnent ;

Preparing Governnment bills of lading (see |INSTRUCTION 4, CC24.6,
"Governnent Bills of Lading"), conpleting form PHS-1672, "Authorization
for Storage of Househol d Goods - Tenporary-Nont enporary” (see | NSTRUCTI ON
7, CC24.6, "Nontenporary Storage"), and related docunments to facilitate
shi pnent s;

I nsuring that Governnent bills of lading are issued only for officia
purposes on the basis of official orders that authorize transportation at
Gover nment expense, and that appropriate records are nmintained of such
i ssuance;

Avoi di ng di scrimnation or undue preference or advantage in sel ection of
carrier agents. (To the best of their ability, shipping officers shal
make equitable distribution of household goods shipnments anmong carrier
agents used who provide high-quality service at the | owest overall cost
to the Governnent.) This provision does not preclude the avoi dance of
certain carrier agents who have denonstrated that they cannot or will not
provi de satisfactory service;

Determining that carriers used have adequate facilities at origin and
destination to service shipnment satisfactorily;

Utilizing the services of a sufficient nunber of qualified carriers to
provi de reasonabl e assurance of adequate capability, availability, and
servi ce during peak shipping periods;
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Determning that carriers used for domestic shipments are parties to
househol d goods MIlitary Rate Tenders and reference to such tenders is
not ed appropriately on Government bills of |ading;

Arrangi ng, when necessary, with the State Departnent Di spatch Agents for
transportati on of househol d goods and personal effects to points outside
the continental United States;

Securing confirmation, in witing, of the charges to apply or applicable
tariff on shipments fromthe continental United States to overseas points,
including Alaska and Hawaii, from the carrier who will provide the
required service at the | owest overall cost to the Governnent. A copy of
such confirmation shoul d be attached to the portion of the Governnent bil
of lading forwarded to the accounting point responsible for paynment of
char ges;

Requesting destinati on shi pping of ficers, when appropriate, to arrange for
rewei ghing shipments upon arrival at destination. (Origin shipping
officers my make such requests occasionally to insure against
irregularities, or upon well founded requests by property owners.) \Wen

the wei ght at destination is |less than the wei ght recorded on the bill of
lading at origin, the destination shipping officer will advise the
appropriate accounting point to ensure that carrier's billing is based on

the | ower of the two weights. The origin shipping officer should al so be
advised so that appropriate notation can be made on the copy of the
Government bill of |ading;

Mai ntai ning quality control information on household goods shipnments by
use of formPHS-4086, "Carrier's Performance Report" (Exhibit Il1). These
forms shoul d be revi ewed and di scussed wi th individual carrier agents when
performance and service need to be inproved or when a carrier agent is
deleted fromthe roster of agents to be used;

Det erm ni ng the amount of excess costs to be collected froma nenber of
the commi ssioned corps and collecting such costs prior to the menber's
departure from his/her duty station if appropriate (see |NSTRUCTION 8,
Subchapt er CC24.6, "Excess Costs of the Shipnment of Household Goods and
Personal Effects").

Referring questions related to entitlenents or interpretation of the JFTR
for which answers cannot be obtained fromlocal adm nistrative or finance
of fi ces, through the appropriate Agency Comm ssi oned Corps Liaison, tothe
PHS/ M litary Advisory Panel Menber, Per Diem Travel and Transportation
Committee, located in DCP, Room 4-35, Parklawn Building, Rockville,
Maryl and 20857;

Resol ving, to the extent possible, difficultiesrelatingtotransportation
in connection with shipments arriving at their stations. 1In the event a
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speci fic transportation problem cannot be resolved by the destination
shipping officer, it will be referred to the shipping officer at the
station where shipnent originated;

0. Mai ntai ning |liaison with other shipping officers within PHS on natters
concerni ng mut ual probl ens, transportationrates, and ot her transportation
information relating to the novenent of househol d goods;

p. Referring questions of policy and procedure not covered by official
instructions in the Conm ssioned Corps Personnel Manual (CCPM, or
requests for interpretation of CCPM instructions, through appropriate
channels, to the Shipping Oficer, Division of Technical Services/OD,
National Institutes of Health, Room B1C02, Building 31, 9000 Rockville
Pi ke, Bethesda, Maryland 20892.

Inadditiontothe responsibilities enunmerated herein, shipping officers should
acquire a working know edge of the JFTR and the HHS Voucher Audit Mnual
i nsofar as they pertain to the transportati on of househol d goods and personal
ef fects.
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EXHIBIT I

APPLICATION FOR SHIPMENT OF HOUSEHOLD GOODS (COMMISSIONED OFFICERS)

Type or print two opies of this Form. Forward one copy to PHS Shipping Officer serving your station. Retoin one copy for

your recoras.

1. 30: (Name and Address of Shipping Oificer)

2 FAOM: (Lasl neme, lirst name, middie initiol and 8 TELEPHONE WO. cappticant)

sank of applicant)

OFFICE
HOME

4. PAESENT PEAMANENT DUTY ST ATION (Threny, Divieian, City and Sinte)

1 hereby raquent thet my A sachold goods be wenspurted o3 authorized by erteched tepy of

[ PERSOMN EL. ORDER [} TRAVEL ORDER NUMBER

I:lom

] APPROX. WY

DATED

THIS OROER AUTHORIZES SHIPMENT TO (City end Slate)

This ardec [CJDOES [TIDOES NOT seperets or lnsctivete me from

active duty
“(o) 1 ave provieusly shipped under srdor listed in Ioam $ shove [JYES (INO
H YES list shiy 3) @ede bolow
OATE FROM To §.EL RS WY-THAWPED

. BUHPMENT TO BE MADK *ROM (Jiresl Addrese,
City and Siaie}

8. TO BL SMIPPED YO (Birest Addvrecs, City and Mate)

b DATH ATQUESTRD FOR PICKUS

0. CEMALD OATE OF ARARIVAL

1

- EXTRA LOCAL PICKUP (Streof Address. City ond Siate)

12. EXTRA LOCAL DELIVERY (Sirwet Addreee, Cliy and Stote)

13, MY MALLING ADORESS WHILE G000 ARE IN
TAANSIT WiLL 8C

14. PERSON TO RECKIVE SOODS AT DESTINATION OR
OESIGNATED AGENT

8. § REQURSY TMAY MY GOODS BE
PLACKED W STORAGE AT
S o)

19. AEMARKS OR ADDITIONAL INPOMMA TION

"y cortify thet:
(s} The sheve requested shipment will cen-

(c) The fellewing applimces will need

() 1 heve net end will net mekn cleim far teailer

sis? of househeld goads in my pessession technicel icing for sele ion: i
orier te the effective dete of my ardars.
1. 2
{g} Shi of apprexi by pounds
{6) The follawing items sre necessary in the 3 4 ol my ellowence by expedited meds is re-

perfarmence of my officis! dutie

Yes Ne
Profassional books O O
Yas Ne
Profossionel papers O 0

Other (Spectly)

(4) ) will immmdiately notify the erigin ship-
ping officer it my srders are medifiod or
concelied and aftect this shipmens.

quired re corry aut ansignad duties or prevent
wndve hordship te me end/or my dependents.

{o) ) will puy all oxcass costs incurrnd as o
resvlt of this shipmeat. (This agreement

wtif met projudice my right to appoal auch

coats alter paymeni ie made.)

{Signature af Applicent) (Dete}

FOR ADMINISTRATIVE USE ONLY

RERAESENTATIVE CONTACYED DATE

REPREISEN TING (Name of Company or Agent)

SHIPMENT CONFIRMED PER OATE

PICK-UP DaTE

G.8.L. NO. ]unﬂ: OF TRANBPORTATION COMPANY YENDERLO TO (Name of Agont)
o) Let/s Househetd Gooda {1 Excess disrance miles  Excess chorges
{JGress Tere Net [ Excess weight pounds Excess chorges

] Weight inciudes
COSIT.NTE 90 deys o (Nome, addross end telaphone number of agent)

1bs. professionel boshs, pepers, etc.

{7 Uneuthorized sarvices tapecity), Excesa cherges
Total emaunt 10 be poid by Commissiened Corps mombar te Shipping Officer

prias 1o Shipment of geads (When apgvopriate}

MARKS:

NOTES:

PH5-4013-1 (ALY, 9-77)

(See Privacy Act on reverse of Fcet 21
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EXHIBIT II
) mmamu-ﬂvm
. CARRIERS® PERFORMANCE REPORT
" 7! (Nams end addrass of Swmery FROM: (Name and address of shipping offcer)

Yous bousebold goods were scheduled for shipment:

rROM Oul (dote of pickugp) VIA (neme of carvier)
. o CARRIER'S AGENT AT O®isin
FOR DELIVERY YO | ON (date bor Sslivery)
CARNIER'S AGENTY AY DEBYIMATION

In erder chat we may evaluace the services provided you by the above d ier, it is req d that you fumnish chis office with
the following iaf ion aft=r yow housebold goods bave been delivered.

BATE OF MIER-UF FROM FORMER REMOENCT OATE DELIVENKD YO ME™ AESIOENCE
YES NO YES NO
V. WAS SMIPMENT STORED IN TRANSIT? OO 6. DID CARRIER REASSEMBLE ANTICLES AT
DESTINATION WRICH WERE DISASSEMOL ED
I “yes,” wes starage at your ¢ equest? [ AT ORIGINT (]
2. WERE HOUSENOLD GOODS DELIVERED 9. WERE GENERAL CONTENTS INDICATED ON ALL
OW SCHEDULED DATE? OO CARTONS PACKED 8Y CARRIER? [ -]
0. WERE ARTICLES CLEARLY MARKED OR TAGGED
% WERE CARRIER PERSOMNEL TO CORRESPOND WITH INVENTORY AND
?
ot oM. OO CONDITION LIST? J 0
e. COURTEOUS { 11, DIO CARRIER FURNISH A LEGIBLE COPY ©OF:
AT DESTINATION? D D .
¢ COMPLEYEOD INVENTORY AND CONDITION LIST® O
AT OmIGIN® D O !
b. PRESENTABLE 1n { b. THE GOVERNMENT BILL OF LADING® O,
APPEARANCE AT DESTINATIONS O
12. DID CARRIER LEAVE RESIDENCE CLEAN AND J
F t
@ WAS NECESSARY {" om Gin . REE OF DEBRIS RESULTING FROM !
SERVICING PERFORMED
ON YOUR APPLIANCES | at oEavinavions oo ¢ PACKING AT ORIGIN? o
b. UNPACKING AT DESTINATIONTY 20O
$. WAS A CLEAN-TYPE METHOD {RATHER THAN
SHREDDED PAPEN, EXCELSIOR, NEWSPAPER ETC.) 13. WAS PROPERTY DELIVERED WITHOUT LOSS i
USED TO PACK DISHES AND GLASSWARE? [ OR DAMAGE? OO
€ DID CARRIER UNPACK AL CARRIER-PACKED i mor, did you obtain official claim forms from the
ARTICLES (nleon otherwise requested)? (o | delivering carcies? o0
7. DID CARRIER PLACE HOUSEHOLD GOODS IN Has official claim form been filed with delivering
APPROPRIATE ROOMS AT NEW RESIDENCE cartier? [:j ’._J
AS OIRECTED?Y O a .

memanns (Explsio negative answers, If additional Space is required use teverse mide.)

DATE HENATURE
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