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MEMORANDUM FOR:  All Air Force Personal Property Offices performing Counseling and Quality       
                                          Assurance Functions  
 
FROM:  Personal Property Activity Headquarters (PPA HQ) 

 
SUBJECT:  Procedural Guidance to institute Household Goods (HHG) Movement Program Improvements 
 
1. In concert with guidance issued by HQ USAF/A4L, PPA HQ is providing procedural guidance for personal property 

counseling and execution of 80% HHG inspections. The following applies: 
 
Descriptions:  
 
A. Counseling:  Face-to-Face entitlement and Pre-move Counseling is a key component to ensuring our members and 

employees experience a successful move. 
 
1. One-on-One Counseling – “in office” entitlement and pre-move counseling session.  Use of “remote” 

counseling instruments such as Skype/video teleconference, etc. is encouraged.  Provides an avenue to return 
time to those personal assigned to geographically separated locations who travel distances to receive assistance.  

2. Group Counseling – conducted in mass, typically prearranged, for target audience/populous.  Executed 
commonly for service academy graduates, technical training students/professional military education graduates, 
etc. seeking assistance with arrangement of movement and/or storage of personal property. 

3. Self-Counseling – reserved for individuals who choose to complete requirements online prior to submittal of 
completed documents to personnel at the Traffic Management Office (TMO) who will provide face-to-face 
counseling/assistance.  A comprehensive review of all documents by counselors is required.  
 

B. Inspection – evaluation of Transportation Service Provider (TSP) performance and an avenue to assist members, 
employees and their families with aspects of personal property movement and/or storage.  

 
         Requirements:  
 

Counseling: Sessions will include information/actions essential to preparing member(s)/employee(s) for successful 
move(s).  Specific emphasis will be placed on Joint Travel Regulation (JTR) authorizations, Defense Transportation 
Regulation (DTR) procedures and compliance items identified in AFI 24-501, Personal Property Moving and 
Storage communicator.  Emphasize all applicable HHG, UB, NTS, PPM, and POV elements. (Note) The counselor 
and member/employee must sign the DD Form 1797 in person. 

 
Inspections:  On-site inspections are critical to providing a quality move for our customers. See AFI 24-501, Chapter 
14, paragraph 14.1.1. for stipulations. 80% inspection of all HHG, unaccompanied baggage, non-temporary storage, 
and local move shipments into, out of, or within a TO’s AOR is required.  In order to conduct inspections, utilize 
transportation systems and, when needed, coordinate with Personal Property Shipping Office(s) and TSPs to ensure 
shipment are identified in advance of pack, pick up, and delivery date(s).  For inspector guidelines, reference DTR, 
Part IV, Appendix P. 
 

2. As noted, the current Air Force Manpower Standard 42C1 and Variance A.4.6. provide manpower resources needed to 
execute these mandated initiatives.  PPA HQ is standing by to assist units with addressing issues that hinder compliance 
with HQ USAF/A4L guidance.   

 
Like us on facebook! 

PPA HQ Advisories are maintained on PPA HQ Public Resource Center: 
https://lackland.eis.aetc.af.mil/hqppa/projects/publicresourcecenter/default.aspx 
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