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Within 45 days of arrival

Registration and File Initiation Preparing to Dispose of Origin Residence                                                        Conducting the HHT or DIT and Securing the Replacement Residence Purchase Closing Date or Rental Agreement Start Date and Travel
Delivery of HG&E, Final Claims

Upon notification that you will be posted Within 2 - 3 weeks after first registration 30 - 45 days prior to Change of Strength (COS) date Between Change of Strength (COS) date and New Report for Duty (RFD) Date At New Location

What are 
your 

intentions
at origin?

What are 
your 

intentions
at 

destination
? Standard

HHT is 
complete. 

Has a 
residence 

been 
secured?

If you have not already 
opted for an extended HHT, 
you may request an 
extension of 4 additional 
days or consider alternate 
living arrangements. If so, 
extend hotels, rental car, 
and return flight

REF: CFIRP section 4.1.03 

Extended HHT 
is complete. 

Has a 
residence 

been secured?

Replacement 
residence is 

secured 

As per article 5.04, you are entitled up 
to 5 days for pack, load, clean, unload 
and unpack 

You should begin travel the day after 
your clean day Once your HG&E are 

delivered then it will be 
time to complete your 
Final Travel claim  

Upload all receipts and 
enter your claim even if 
you have some receipts 
coming in later

You may complete an 
additional claim later for 
your sundries (driver's 
license, plates, 
registration, safety, 
change of address etc.)  
REF: CFIRP section 9.4

YES

NO

Arrival at 
destination

Did your 
HG&E arrive 

on time?

NO

YES

You are entitled to interim living 
expenses until the moving company is 
able to deliver your HG&E but only 
under certain conditions and time 
limitations

Please read CFIRP chapter 5 and seek 
advice from your BGRS agent where 
required

You may require another advance of 
funds for additional time in the hotel 
until your HG&E are delivered.

REF: CFIRP articles 5.01, 5.08, and 5.09

Don't Forget to book    
your home appraisal

As soon as you know you will be posted and 
before your posting instruction arrives:
1) Read the CFIRP Policy
2) Find out who your CFIRP Coordinator is on your 
base
3) Ensure you know the geographical boundaries 
of your new place of duty

1) Register on BGRS Web: https://bgrsguide.bgrs.ca/account/register 
using info exactly as it appears on your message

2) Create your email id and password for your Member Secure 
Website (MSW)

3) Ensure you select the proper "Move Type", for example: Posting, 
Release, Unaccompanied

4) You will be guided through the steps to complete your Preliminary 
Relocation Assessment

5) Watch the Virtual Information Presentation (VIP) on "Navigating 
Your Move Profile"

6) Book your planning session

7) Ensure your banking information is entered so funds (advances 
and claim payments) may be sent electronically to your account

8) Familiarize yourself with the BGRS website and review the videos 
provided

PLEASE NOTE: It may take up to a week from the date the posting or 
release message is cut before a file is generated in BGRS’ system.  
BGRS is not authorized to serve a CAF member without a file in their 
system.  If you still are unable to register after one week, request 
assistance through your CFIRP Coordinator (see tip below).

For moves to intended place of residence on release, please see your 
local release base.

TIP:  You may proceed on the HHT even if your 
home at origin is not yet sold so long as you have an 
authorized HHT/DIT application form

Do as much online research as you can prior to 
departure and seek a mortgage pre-approval if 
required

The purpose of a HHT is to secure permanent 
accommodations (rent or purchase) at the new 
place of duty; and to coordinate the dates of the 
disposal and acquisition of your residences to 
facilitate a door to door move

Once a residence is secure, take advantage of your 
time to finalize school arrangements and specific 
medical requirements related to your relocation

TIP:  It is highly recommended that 
you make your offer conditional 
upon a satisfactory home 
inspection. 

The inspection report will allow you 
to make an informed decision to 
buy and may protect you against 
unseen major defects later

Vacating a 
Rental 

Property/
PMQ

REF: CFIRP chapter 7

Provide your landlord with a notice to vacate 
your residence

If lease liability fees will be incurred, be sure to 
get a proper receipt for payment

Upload to your MSW under the Documents 
section found on the Dashboard 

Selling a 
Home

REF: CFIRP sections 8.1 & 8.2

Select a Lawyer, Real Estate Agent and Home 
Appraiser

A list of Third Party Service Providers (TPSP) 
and approved rates may be found on the 
BGRS web via your Secure Website (MSW) 

Update your MSW using the link "Suppliers" on 
your Dashboard

Electing 
not to sell

REF: CFIRP article 8.2.14

Please be aware that you have 15 working days 
after receipt of the appraisal report to make a 
decision to elect the Real Estate incentive.
After this time, the benefit is forfeited

REF: CFIRP section 11.1

Whether your HG&E are in storage due to 
enrolment and training or if you are returning 
from outside Canada, you will need to seek 
assistance from BGRS to arrange delivery once 
your home at the new place of duty is secured

LTS shipments are indicated on the DND4443 
Form

HG&E is in 
Long Term 

Storage

Going 
unaccom-
panied or 

on I.R.

REF: CFIRP section 11.2 

There are time limitations surrounding when 
you will have to move your family and/or 
effects 
CM approval is required for I.R.

Renting a 
property 
(includes 

PMQ)

Purchasing of 
Replacement 

Residence

Return to 
Previously

owned 
Residence

New Home 
Construction

Proceeding 
in advance of 

(D)HG&E

REF: CFIRP chapter 4 and article 8.3.05

HHT/DIT must be authorized by your losing 
unit.  The HHT/DIT application form is available 
on your Member Secure Website

Your HHT or DIT entitlement will depend on 
whether or not you have already entered into a 
building contract

Be aware that interim and storage costs may 
not be reimbursed depending upon 
construction delays  

Releasing members may opt to have the HG&E 
placed in long term storage as per CFIRP article 
14.4.02

REF: CFIRP chapter 4

HHT and DIT must be authorized by your losing 
unit.  The HHT/DIT application form is available 
on your secure Website

Renters may select a Rental Search assistant to 
help with finding a suitable rental property 
while on HHT

REF: CFIRP chapter 4 and sections 8.1, 8.3

HHT and DIT must be authorized by your losing 
unit.  The HHT/DIT application form is available 
on your secure Website

Select Lawyer, Real Estate Agent and Home 
Inspector
Update your MSW using the link "Suppliers" on 
your Dashboard

A list of Third Party Service Providers (TPSP) 
and approved rates may be found on the BGRS 
web via your Member Secure Website (MSW) 

YES

NO

You may proceed ahead of your 
family and/or effects which will allow 
additional time to secure a 
replacement residence

Refer to CFIRP section 11.2 for time 
constraints and return trip to move 
your (D)HG&E later

Don't forget to 
book your hotel

Don't forget to book the 
movement of your HG&E 
by completing the 
DND4443

Ensure you have 
communicated with your 
Lawyer concerning the 
closing of your property at 
destination

REF: CFIRP section 11.2 for unaccompanied 
benefits

REF: CFIRP article 3.4.06

Upon arrival, complete your travel claim by 
via the "Finances" section of your MSW

As of April 1, 2019 BGRS will pay 
participating Third Party Service 
Providers (TPSP) on your behalf. 

You may choose a non-
participating TPSP, however, it is 
your responsibility to pay for that 
service in which case you would 
need to request an advance of 
funds for Legal Fees including 
Real Estate Commission to 
provide to your Lawyer for 
closing the sale of your property 
at origin.

REF: CFIRP chapter 4

If you are moving into your own residence, you 
are limited to a DIT

DIT must be authorized by your losing unit.  
The HHT/DIT application form is available on 
your secure Website

For rentals outside Canada:

REF: CFIRP chapter 4 and section 12.1

Ensure that both the gaining and losing unit 
CO's sign the HHT/DIT application form

1) Upload your purchase agreement or rental agreement on 
the BGRS Web

2) Upload your HHT/DIT receipts and enter your claim

3) Request an advance of funds for your travel to new 
location

Download the movement form (DND 4443), fill it out and 
send it to the positional mailbox:

NDHQFandEmoveBooking.reservationDemenagementMetEQ
GDN@forces.gc.ca

BGRS can assist with the completion of this form if required 

OUTCAN Moves: there are special considerations when 
moving outside Canada such as furnished accommodation, air 
priority shipments, vehicles ( free of liens) and weight 
limitations. 

Please read Chapter 12 carefully and reach out to your BGRS 
agent where required

1)  Upload the signed HHT/DIT authorization form 
to your MSW

2) Ensure that your flights and rental car are 
booked with BGRS through HRG if travelling by 
commercial airline

3) Book your hotel

4) Request an advance of funds

Upon arrival:

1) Check into hotel

2) Contact your Landlord or Lawyer for keys

3) Contact the local traffic section on the first 
business day after arrival, or on your expected 
arrival date even if you are delayed

4)  Once your HG&E is delivered to your new 
residence you may remain in the hotel for 2 
additional days for the unload and unpack as per 
CFIRP article 5.04

Please review CFIRP chapter 6 for 
travel because the days are limited 
based on distance regardless when 
you begin your travel

(The above information is related to the most frequently used benefits.  Please refer to the CFIRP Directive for a full list of entitlements and seek clarification from your BGRS Agent)

SHAPE     

COLOUR

Start/End

Decision 
Point

Instructional 
destination

Instructional 
origin 

Residence 
status/ 

intentions

ALERT

TIP

Pertains to final move 
travel/destination

Homeowner - sell/buy

Homeowner - no sell/buy

Rental

IR/Unaccompanied

Long term storage

TIPS  →

(hover with mouse to access 
hyperlinks to CFIRP policy)

POSTING ALLOWANCE:  As of 20 April 2019, Reg F posting 
allowances are administered via local pay office. CAF Reg F 
member may request their Basic Allowance Element (BAE) upon 
receipt of their posting message. The Dependant Allowance 
Element (DAE), if applicable, will be actioned upon in-clearance at 
the new location. The Res F members will continue to be 
centrally administered by DRBM.

SHORT NOTICE MOVES:  Additional ILM&M is available 
for members who must conduct the HHT after COS when 
the posting message is received 30 days or less before 
COS date or the start date of Reserve service.
Read CFIRP article 5.07 

TEMPORARY DUAL RESIDENCY ASSISTANCE 
(TDRA):  For CAF members who have an unsold 
and actively marketed home at origin, CFIRP policy 
provides reimbursement for certain expenses 
related to maintaining two residences.  
Read CFIRP article 8.2.06

RETURN TRIP TO ASSIST THE MOVE OF (D)HG&E:
If you have moved ahead of your family, you may be 
authorized 5 days special leave to facilitate the move of 
Dependants and/or HG&E once a new place of 
residence has been secured. 

SERVICE COUPLES:
When both members of a service couple are posted 
together from and to the same location, only one file 
will be authorized in the BGRS system.

THIRD PARTY SERVICE PROVIDERS (TPSP):
A list of TPSP's and approved rates may be found on the BGRS web via your secure website.  I.E.
Lawyers, Home Inspectors, Realtors, Home Appraisers, Rental Search Agents.
You must inform the TPSP that you are a CAF member to ensure you are charged the correct 
rate.  You may choose a provider not on the list of TPSP's, however, you will not be 
reimbursed for amounts over the pre-negotiated government rate.  Please refer to the  
maximum fees and rates on your Member Secure Website.

HOME EQUITY ASSISTANCE: If a member incurs a loss on 
the sale of their home (Original Purchase Price – Sale Price 
= Loss), the CFIRP policy provides for up to $30K of this 
financial loss. Please advise your BGRS agent.
Read CFIRP article 8.2.13

MORTGAGE EARLY REPAYMENT PENALTY: In the event that your 
mortgage is not portable to the replacement residence at 
destination and must be discharged, the CFIRP policy provides for 
reimbursement or reduction of this expense depending upon your 
scenario.
Also known as “mortgage breaking penalty” or “mortgage 
prepayment penalty”   Read CFIRP article 8.2.06 

Within 21 days of 
receipt of posting 
instruction

EXPENSE CLAIMS:
When submitting an expense claim, ensure
that all receipts are legible and that all 
required supporting documentation is 
uploaded.

CFIRP COORDINATOR:  A list of CFIRP Coordinators for each 
base may be found on the DND intranet CMP webpage under 
Relocation Management here:
http://cmp-cpm.mil.ca/en/benefits/benefits-generic.page
If you do not have access during your relocation, your Base 
Orderly Room will point you to the correct person.

Hover your mouse 
over dialogue boxes to 
access the associated
chapters of the CFIRP 
policy online.

https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-4.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-5.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-9.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-5.html
https://bgrsguide.bgrs.ca/account/register
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-7.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-8.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-8.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-11.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-11.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-8.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-4.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-8.html
http://www.forces.gc.ca/en/about-policies-standards-benefits-relocation/2014-directive-amend-ch11.page
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-11.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-4.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-12.html
mailto:NDHQFandEmoveBooking.reservationDemenagementMetEQGDN@forces.gc.ca
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https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-5.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-6.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-3.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-5.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-8.html
https://www.canada.ca/en/department-national-defence/corporate/policies-standards/relocation-directive/2018/chapter-11.html
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