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DOCUMENT NAME:  SPM Shipments 
 

DOCUMENT TYPE:  17 
 
 
1. Description:  Self performed move (SPM) shipment. 
 
2. Primary Forms: DD-1351-2, Travel Voucher or Subvoucher 
 
3. Related Forms *CG-5131, Standard Travel Order For Military Personnel 
  *DD-214, Certificate of Release or Discharge from Active Duty 
  DD-1299, Application for Shipment and/or Storage of Personal  
                     Property (See Note 2) 
  SF-1166, Voucher and Schedule of Payments (See Note 3) 
  *Authorization Letter for Retirement 
  *District Housing Authorization Letter 
 
  Note 1:  Complete preparation of these forms is vital. 
 
  Note 2:  DD-2278 may be substituted for DD-1299, and if used no 

approval letter or worksheet is required. 
 
  Note 3:  SF-1166 must be clearly identified as SPM advance. 
 
  Note:  * One of these will apply to each SPM move. 
 
4. Document Number: 
 

a. For PCS move use the TONO number from the PCS orders. 
 

 SAMPLE:  1704G84PRA123 
 
 Document FY     Last nine 
     Type       Funded digits of TONO          Suffix 
 
      17 04     G84PRA123 
 
 
b. For District housing authorized move, use standard procedures for numbering. 
 
  SAMPLE: 1704904FAB001 
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4. b. (cont'd) 
 

 Document   FY    Procurement   FY Contract              Program  Document 
     Type    Funded   Site Code     Originated   Region  Element  Sequence  Suffix 
 

17          04             90                  4                F           AB           001 
 
5. Accounting Line: 
 

a. For PCS, the accounting line should be on orders or in retirement letter.  Object 
Class will be changed to 2221 for transportation of HHG-PCS. 

 
 SAMPLE:  2/P/401/299/21/0/RA/78040/2221 

 
b. For housing authorized local SPM move, the accounting line should be in the 

authorization letter from housing. 
 

 SAMPLE:  2/F/401/136/30/0/AB/12345/2221 
 
6. FINCEN Critical Processing Requirements:  Members must ensure all forms are 

completed in entirety.  The following information is critical for processing: 
 

a. DD-1351-2.  Claim for reimbursement must contain the following:  
 

(1) Name, SSN, complete mailing address. 
 

(2) Standard travel order number. 
 

(3) Total advance payment received. 
 

(4) Complete itinerary - block 1. 
 

(5) SPM move expenses - block 5. 
 

(6) Signature and date - block 14. 
 

b. The following supporting documentation must accompany the claim: 
 

(1) DD-2278. 
 

(2) Original certified weight tickets. 
 

(3) Original copy of paid rental contract. 
 

(4) SPM Move Certificate. 
 

(5) Copy of PCS order. 
 

c. Claims for reimbursement must be submitted with supporting documentation 
directly to SPM Moves, USCG Finance Center, P. O. Box 4102, Chesapeake, 
VA  23327-4102. 
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6. d. Requests for SPM move advances must be submitted to the local travel office  

for payment authorization. 
 
7. Other Information: 
 

a. If vehicle used is borrowed, a statement from owner is needed giving permission 
for use and type of vehicle. 

 
b. If weight ticket(s) are not available and transportation officer has verified they 

were unattainable and given a constructed weight for shipment, the need for 
certified weight tickets will be considered met. 

 
c. "After-the-Fact" approval will follow guidelines established in the COMDTINST 

M4050.6, Coast Guard Personal Property Transportation Manual. 
 
8. FPD Information: 
 

a. Obligations are created in the Simplified Acquisitions Applet using the PO Icon. 
Obligations will transmit electronically via FPD. 

 
  b.   A copy of the form should be mailed to FINCEN. 
 

c. When transmitting to FINCEN only the obligation accounting information (XA 
record) will be sent. 

 
9. Document Flow: 
           MEMBER                        TRANSPORTATION                         FINCEN 
                                                               OFFICE 
    
 
 
          
 
 
 
                                                                                            
 
                                                                                           
 
 
 
 
                                        AFTER MEMBER COMPLETES SPM MOVE 
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Figure 12C-30 SPM Move Shipments 

                                                                                                                                                             Change 2A     03/04 



 
SECTION C                                                                                                PAGE 12C-62 
 
 
9. (cont'd) 
  Note DD-1351-2 Package includes the DD-1351-2, CG-5131, DD-1299, SF-

1166, copies of rental contracts on loan offer, and other receipts. 
 

a. Figure 12C-30 describes the procedures for processing SPM Move Shipments 
when payment is made by check. 

 
b. The member submits sufficient copies of orders to satisfy distribution 

requirements to the transportation officer. 
 

c. The transportation office generates DD-1299, DITY Authorization Letter, and 
SPM Worksheet, or DD-2278 and returns to member. 

 
d. SPM advance requests by eligible members can be processed three different 

ways: 
 

(1) Through ACO issuing travelers checks. 
 

(2) IMPREST fund advancing cash. 
 

(3) DD-1166 forwarded to FINCEN for check to be issued. 
 

Regardless of method used to get an advance it must be clearly identified on 
back of members orders and on DD-1351-2 so FINCEN can liquidate when 
payment is made. 

 
e. When move is completed, member submits SPM move package with all 

appropriate documents attached to SPM Moves, USCG Finance Center, P. O. 
Box 4102, Chesapeake, VA  23327-4102. 

 
f. Transportation office completes SPM worksheet, if applicable, checks for 

completeness of package, and forwards to SPM Moves, USCG Finance Center, 
P. O. Box 4102, Chesapeake, VA  23327-4102 for payment. 

 
g. FINCEN receives complete package, reviews, liquidates advance, and 

processes for pay. 
 
10. Sample Forms:  See Figures 12C-31, 12C-32 and 12C-33. 
 
11. PES Report Sample: 
 
                                             TRANS      BATCH         COST         OBJ                      UNDELIVERED    ACCRUED 
            DOCUMENT ID         CODE     NUMBER     CENTER     CLASS   COMMIT      ORDERS          EXPEND    EXPEND 
 
            1704G84PRA123D00   103F    04100FH1O      78040         2221          0.00               0.00                  0.00          65.00 
 
12. References: 
 

a. COMDTINST M4050.6, Coast Guard Personal Property Transportation Manual. 
 
b. COMDTINST M4600.12, Travel Manual. 
 
c. Joint Federal Travel Regulations, Volume I. 
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Figure 12C-31 DD-1351-2, Travel Voucher or Subvoucher 
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Figure 12C-32 DD-1299, Application for Shipment and/or Storage of Personal 
Property 
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Figure 12C-33 CG-5131, Standard Travel Order for Military Personnel 
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