CHAPTER 9.  EXTERNAL STANDING OPERATING PROCEDURES

(TRANSPORTATION)

9.1 General

a. The Transportation office operating procedures are in accordance with the Joint Travel Reguolation.  Customers are expected to have a working knowledge of these directives.  This SOP provides implementing instructions for the Fort Wainwright personnel and the required documentation for each action.

9.2 Vehicle Processing Center

a. The operating hours of the Fairbanks Vehicle Processing Center are Monday-Friday 0800-1700.  Please arrive prior to 1600 for proper and friendly processing of your vehicle.  

b. The Fairbanks Vehicle Processing Center is located on 904 Aurora Drive, Fairbanks, Alaska 99701.

c. The telephone numbers are:


(1) 907-451-1753


(2) 907-451-1829 (fax)


(3) 866-848-7277 (toll free) 

d. Procedures:


(1) The individual is responsible for the following itms upon arrival to Fort Wainwright.
(a) Fax to the VPC as soon as possible (fax # 1-907-451-1826)

- Orders and Amendments - ONE COPY INCLUDE FRONT AND BACK

- Vehicle registration or Title with a copy of the authorization letter from the lease/lien holder









- Power of Attorney (if applicable) – if someone other than the member is turning in the vehicle

- Please include your appointment date and time


- Please specify: make, model, color and type of vehicle ie: 2DR, 4DR, SUV, TRK, VAN


(2) The Fairbanks Vehicle Processing Center will notify the individual of their POV’s arrival and their appointment for pick-up.

(3) On appointment date/time bring the following:

· 6 copies of travel orders and any amendments

· 3 copies of title or registration

· Military ID

· 1 complete set of keys (including gas cap, wheel lock keys, remote keyless entry)

· If the member’s car is leased or has a lien the member must present a letter from the lease holder authorizing the member to export their vehicle. 

(2) Ensure the POV contains LESS THAN ¼ tank of fuel, If you arrive with over ¼ tank we cannot

accept your POV.  (DOD and US COAST REGULATIONS)

(3) Turn off or disconnect installed auto alarm or anti-theft device prior to turning in your vehicle.  

(6) Ensure POV is in a safe and operable condition, and is for inspection, please ensure that your POV is clean inside and out before your arrive at the VPC.  NO PERSONAL ITEMS MAY BE SHIPPED WITH THE VEHICLE.
9.3 Official Travel

a.  If the customer is traveling TDYand requesting official travel, the following paperwork is required:


(1) Three copies of TDY orders


(2) Three copies of amendments (if required)


(3) Three copies of an approved leave form (if taking leave in conjunction)

b. If the customer is PCSing or ETSing, the following paperwork is required to obtain official travel tickets:


(1) Three copies of orders


(2)  Three copies of amendments (if required)

9.4 Out-Bound Shipments

a.  It is recommended that the customer attend a LEVY briefing.  During the briefing the customer will do the following:


(1) Fill Out an outbound appointment questionnaire.  Please ensure the form is completely filled out, as this could hender your pack and pick-up.

(2) Leave your questionnaire and orders at the briefing.

(3) We require the following number of orders upon your departure from the LEVY briefing.


(aa) Household Goods (2 orders)


(bb) Baggage  (4 orders)


(cc) Dity Move (3 orders)


(dd) POV  (4 orders)

(4) If you are shipping a POV, you must leave 2 copies of the POV registration and the length, width, and height of the vehicle.  If you have just purchased the vehicle, we will need 2 copies of the purchase agreement.


(5) If you are using a POV to complete a DITY move, we must have 2 copies of the registration or the purchase agreement.


(6) You’ll be issued a HAZMAT checklist (Annex A), a 10-ten checklist (Annex B) and a listing of terms (Annex C) used through the documentation process.  These lists are available at the Transportation Office as well, and their purpose is to make your move smoother and easier. 

9.5 In-bound Shipments

a.  Upon your arrival to Fort Wainwright, you must contacted the Transportation Office.  

b.  Upon the arrival of your shipment, the Transportation Office will contact you for a delivery date.  You must ensure the following items are met on your delivery date.

(1) You must be available between 0800 and 1700 hours on the day of delivery or you may be responsible for attempted delivery charges.  If you cannot be available you should appoint an agent (in writing) to act on your behalf.


      (2) Sidewalks and stairs must be free of ice, snow and animal waste.  You must keep all PETS locked up during delivery.


      (3) Items too large to fit through doors in some government quarters may require window removal.  You must contact transportation prior to delivery day for this service.

(4) You must be ready for delivery and know where you want items in each room, the 

carrier is only required to place items once.  All items disassembled by the carrier at origin will be reassembled by the carrier at destination.  If you request a complete unpack the contractor will remove everything from the cartons and even place items in closets and cupboards if you desire but, they are not required to organize things for you.  If unpacking service is waived the contractor will pick up the boxes (on a one time basis) you should insure that the boxes are kept clean and dry and free of personal trash.  If there are firearms in your shipment you must verify that all firearms are accounted for by make, model, and serial number prior to carriers departure.  If your shipment is being delivered from Storage In Transit (SIT) you may request information from the transportation office on the afternoon prior to delivery as to whether delivery will be an a.m. or p.m. delivery.

Insure that pets are restrained and that small children are at day care or closely

monitored by a responsible adult.

      (6) If temperatures are below 32 degrees (freezing) do not plug electrical items in for 24 hours.

     (7) Any items requiring special services or 3rd party reassemble, must be approved by

transportation prior to the service being done.

     (8) Any vandalism or poor quality service should be immediately reported to the quality control office.

     (9) The carrier will bring the following documents with him at the time of delivery:

(aa) DD Form 619-1:  They will ask you to sign this form to verify long carries, stair carries, and other accessorial services.  Please do not sign a blank form.  If you are in doubt please contact transportation prior to signing a form.


(bb) DD Form 1840:  This form is a joint statement of loss and damage.  The carrier will bring 5 copies with carbon.  The carrier will annotate any loss or visible damage they see prior to departure from residence.  If no apparent damage is seen make sure the word “none” is written in block 13c of the form prior to signing.  The carrier will leave you 3 copies with carbons.  You have 70 days from the date of delivery to record all additional loss/damage you find on the DD form 1840r (back of DD Form 1840).  You then turn the completed forms into the claims office in Bldg. 1562.

    (10) You are authorized 90 days Storage In Transit (SIT) and you can apply for a 2nd 90 days period of Storage In Transit (SIT).  In most cases if you have your household goods delivered in the downtown Fairbanks area (not on post) and then later get quarters the government will provide a local move to move you on post.  You can request a partial delivery from your household goods shipment to your downtown address and leave the major portion of your household goods in storage.  If you get quarters you may have the household goods delivered on post.  If you do not have quarters by the time your authorized Storage In Transit (SIT) is used you then have the option of paying storage until you get quarters or having the property delivered to your downtown address.

9.6 DITY Moves

a.  Do It yourself Move (DITY) requires are listed below:

______
1 Copy of DD Form 2278

______
1 Copy of Orders & amendments (i.e. PCS/TDY/Local move Housing Form

______
DD Form 1351-2  (Member must turn in a form even if no expenses)

______
Weight tickets (1 original and 1 Copy) – Member must annotate name, rank, and SSN on weight 
tickets.  Have member total weights on paperwork.  Inform member that they must keep their own copies of this 
information.

______
DD Form 1701 “IF REQUIRED”.  Form must be stamped with certification statement on reverse side and signed by member.  Please attach justification letter stating why weight tickets were not obtained.

______
Rental contract for vehicle

______
 personally owned trailer registration

______
Copy of rental contract to include copy of receipts for storage payment each month

______
1 copy of orders & amendments (i.e. PCS/TDY)

______
DD Form 1857 – “TEMPORARY COMMERCIAL STORAGE AT GOVERNMENT EXPENSE” Must be approved for storage beyond 90 days

______
Copy of rental truck receipt for on vehicle storage-limited to 15 days.  Member must have a residence available for delivery of personal items.  With termination of storage the entitlement if exhausted. 

______
Date PPTY delivered into storage ___________

______
Date PPTY delivered out of storage ____________

b. This checklist will be provided during your briefing.  

c.  Upon completion of the DITY move, have your transportation office review the

document and submit your packet IAW the appropriate guidelines of the installation.

9.7 Freight:

a.  The freight section supports the Fort Wainwright community in the movement of supplies, equipment and personnel within the community as well as outside the community, the states and the contentinal United States.  The movements do include transport of HAZMAT materials. Customers are expected to have a working knowledge of these directives that is posted at the facility itself, as well as the MEO webpage (located on the ADOL webpage).  

