PPM Turn-in Procedures

229 Brookley Ave, Washington D.C
11LRS.HOUSEHOLDGOODS.LGRD@US.AF.MIL
Customer Service Hours: Mon — Fri 0900-1400
Closed third Tuesday of every month for training

The PPM Turn-in is a two-step process (ONLY AIR FORCE/ARMY)
1%t step: Email the following documents to our org box

e DD form 2278
o Generated from DPS ONLY with block 9 filled out
o We will certify and return

o Weight tickets
o Annotate empty or full on each. If multiple trips, label as trip 1, 2, etc.
o -Annotate with name, last four of SSN, and license plate number
o -Provide weight tickets on 8.5x11 size paper (retain your own copies)

e Advance Payout receipt
o If you received a PPM Advance, it is required
o Obtain a copy from mypay or Finance

e Receipts relating to PPM ONLY
o Only for CIVILIANS/POSTAAL/STORAGE

2P step: Member submission to Finance (CANNOT DO STEP 2 WITHOUT STEP 1)
e Once we have certified your DD form 2278, we will email you a copy along with Finance turn-
instructions.
e All the following documents must be filled out and submitted your servicing Finance Office
o Origin DD form 2278
=  Block 9 must be completely filled out
Final DD form 2278
= Received from our office
* No action required
o PPM Checklist and Expense Certification
=  Fill out the Statement of Expenses as applicable (middle of the form)
= Sign/date bottom of form CAC OR WET SIGNATURE ONLY! signatures only! NO PDF
created names as signatures.
o DD form 1351-2
=  Block 5 mark as other
=  Block 6> physical address
=  Block 18>the amount MUST match the total on the PPM Checklist and Expense
Certification
=  Block 20.a signature (CAC OR WET SIGNATURE ONLY! signatures only! NO PDF
created names as signatures.
=  Block 20.b~> date
o Weight tickets
= Annotate empty or full on each. If multiple trips, label as trip 1, 2, etc.
= Annotate with name, last four of SSN, and license plate number
= Provide weight tickets on 8.5x11 size paper (retain your own copies)
o Receipts relating to PPM ONLY
o Copies of orders

o



Marine PPM Turn-In:

Assistant Chief of Staff — G-8 Phone:

Managerial Account Division HHG PPM Section 229-639-6575

Building 3700, Room # 315 229-639-7526

814 Radford BLVD STE 20262 Hours:

Albany, GA 31704-0262 Monday - Friday, 8am — 4pm Eastern Time

Email: logcom.g8tvcbclaims@usmc.mil
Website: https://www.logcom.marines.mil/Marines/Personally-Procured-Move/

Filing for a PPM reimbursement:

Marines should:
e Ensure every page and receipt of their claim is legible and easy to read
e Make at least two copies of their completed paperwork and file one complete set in a safe place
e Submit one complete set via one of the methods below

1. Hand Deliver

The fastest method to submit your PPM reimbursement claim is to hand deliver it to the nearest Marine Corps
DMO to be reviewed, scanned and uploaded into the Marine Corps Document Tracking and Management System
for sending to the Logistics Command, Managerial Accounting Division, Household Goods Section, or LOGCOM G8
TVCB, PPM Claims Section. Personnel not located at a Marine Corps installation can scan and email their
completed PPM claim to the Marine Corps installation of their last PCS.

2. Email logcom.g8tvcbclaims@usmc.mil

The second fastest submission method is to email your completed PPM reimbursement claim with your request
status, name and EDIPI information in the subject line in all caps (example: REQUEST STATUS-SMITH, THOMAS B-
1234567891). To check the status, you may email the same mailbox using the subject line: REQUEST STATUS-YOUR
NAME-YOUR EDIPI.

3. Mail via the U.S. Postal Service

The slowest method for submitting your completed PPM reimbursement claim is to send it to the mailing address
listed above. Recommend you add tracking capability to the package to confirm it arrives at destination.

Navy PPM Turn-In:

Commanding Officer Phone:

NAVSUP Fleet Logistics Center Norfolk 855-HHG-MOVE or 855-444-6683 Opt 6
Business Support Department

HHG Audit Division Code 302 Hours:

1968 Gilbert Street Suite 600 Monday - Friday, 8am — 4pm Eastern Time

Norfolk, VA 23511-3392

Email submissions: hhg_audit_ppm_claims.fct@navy.mil
Website: https://www.navsup.navy.mil/NAVSUP-Household-Goods/PPM/PPM-Information/

Key information for submitting your package:

e Submit the paperwork as a PDF file (protect Pll information)

e Size limit of 10MB - if larger the file is deleted/rejected

e Do not send documents using Google Drive, iCloud, zip files (we are unable to access via these platforms)
Checking status of your PPM: pptas.fiscn@navy.mil or call number listed above


mailto:logcom.g8tvcbclaims@usmc.mil
https://www.logcom.marines.mil/Marines/Personally-Procured-Move/
mailto:hhg_audit_ppm_claims.fct@navy.mil
https://www.navsup.navy.mil/NAVSUP-Household-Goods/PPM/PPM-Information/

Coast Guard PPM Turn-In
ATTN: PPM Desk Phone:
U.S. Coast Guard Finance Center 800-564-5504 Opt 2 or 757-523-6940
P.O. Box 4102
Chesapeake, VA 23327-4102 Hours:
Monday - Friday 8am — 5pm Eastern Time

Email: FIN-SMB-CUSTOMERSERVICE@USCG.MIL
Website: https://www.uscg.mil/fincen/dity/

Please direct any questions you may have regarding your PPM to the Finance Center Customer Service Team. For
web inquiries, which are highly recommended, go to the https://www.uscg.mil/fincen/payment/

HOW TO RETRIEVE REQUIRED DOCUMENTS

=

Log-on to DPS via https:
2. Select “editmy Order/Shlpment Info”.

S

Current Move

Shipment Status 2-PPM: Canceled

Desired Pickup Date Origin Destination
Actual Pickup Date ¢ y :,\:

# Print €
. Move Type
Assigned Counesior 2-PPM. Personally Procured Move (PPM)
& Print 1351-27
Total Pro-Gear Weight
Moving Company 10 Ibs - Service Member File a Claim
0 bs - Spouse
# Complete Survey
3. Select the edit action icon.
v O Customer Profile Customer: SR - United States Air Force DY
) Customer Information
> Point of Contact
~ @ My Orders Welcome to Counseling
) Enter Order Informatior
Ow = . / Know your entitlements and responsibilities
O View Dymawents DPS counseling enables you to prepare your own shipment applications rather than visiting a counseling office to do so. Review the Limitations , Online Brochures , and FAQs links in the left pane
for “need -to- know” information concerning your personal property move. You may print these pages for later reference.

To add a shipment to an existing order, click on the Create a shipment button for that order.

LOrder Type: | Order Date: Jul 10, 2018

[cion | Shomenitio | Swpwenitype | Snomeniss | _Desrod Popaie T
[ 1 Personally Procured Move (PPM) PPM Delivered Complete Oct 3, 2018 Oct 3, 2018 3920
Order Type: | Order Date: May 28 2019
[icion | Sromenitio ] S T Desrea P O T T T T
j,Q 1 Personally Procured Move (PPM) PPM Delivered Complete Sep 30, 2019 sep 30, 2019 7117

4.  Select the “submit” tab.

0 Cuslomes Protie Customer: DS = A1C/E3 = Unied States Al Force = GRS
Customer Information
© Point of Contact
© O MyOrders Please enter the dates for your move. The dates you enter here are only a request. Your actual pack and pickup dates will be based on the availability of the

> Enter Order Information

O Vew Documens 1 i  Locet Move? v ® nofl

* Planned Move Start Date

Tour Mmmebhﬂﬂymm&m id an Address. From your address list select your primary pickup and delivery address and select the nar
st o LA o S I SRREALIS Yo WA s 1 S B BBt e v o kg & ey I e e S s &
© Addrbonsl information
© Summary Tol“lnmmwywrmdckun&n& ; enter the address information and select 'Save Address’.
© @ Shipment
Create New Shipment. Pickup & Delivery
@ Current Shipments
- Oroou 2200 ST 4TART ANOREWS AFBMD
1
© Pickup & Delivery | | “Authorized Delivery 20762 o)
o AedorzsaPpAdtess  AWOGORDOIM | 3 ‘A e &
> Costing 3852255792
) Instruetions
Summary
Comening O a2 isTsTAeT sonens s
Submit o Y 20762
‘Requested Pickup Address &A‘I.O\OGDRDO N & "Reauested Delivery Address 30, &
3052255792

PCS: Ibs.
Remaining PCS:: SID Ibs
Distance between the origin and destination is 1,879 miles.

1In-Transit/Emergency Contact Information
1297 west 50 south
EAGLE MOUNTAINUT

84043
* In-TransitEmergency Contact Information
x 3852255792 -

e
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https://www.militaryonesource.mil/moving-housing/moving/pcs-and-military-moves/

5.

Here, DD Form 2278, DD Form 1351-2, and PPM Checklist are available for download/print.

= © Customer Profile
© Customer Information
© Point of Contact
= © MyOrders
© Enter Order Information
O View Documents.
Order [AM-104671] «
= © Orders Details
© Rank & Hard Copy Orders
°

AIC/ES =

Upon receipt of your supporting documentation the Counseling Office will validate and finalize your application. Once your Counselor has validated your
Do it Yourself Move and Counseling Checklist and DD Form 1351-2 - Travel Voucher or Subvoucher are available for printing.

Forms Required

You will need Acrobat Reader version 8.0 or earlier to view or print these forms in Portable Document Format (PDF).
0

© Duty Stations.
© Orders Selection

Dot
DD Form 1351-2 (Travel Voucher or Subvoucher)

P
DD Form View & Print
View & Print
Expenses) View & Print

© Submit

= 8000 Ibs.
Remaining PCS:510 Ibs.

Gpiond Documents ] View Documen

f—
[ << Previous | st



