Department of Veterans Affairs


PCS Expense Form Requirements for Transferees
Please read this document in its entirety.

The purpose of this communication is to help you better understand how to apply for reimbursement of eligible expenses to streamline your experience. Please be certain to verify with your consultant to determine allowable reimbursements and applicable guidelines. 

Requirements

· All expense voucher packages must include the Expense Report and all required receipts and/or documentation.  Fax the expense report to the PCS Travel Section at 512-460-5103. Upon receipt of your package the PCS Travel Section will prepare an SF1012 and forward it to you for your signature.  Any individual expense exceeding $75 requires a receipt when submitting the expense for reimbursement.  
· Be certain to keep your contact information up to date.

· You must keep record of all receipts that you intend to be reimbursed for whether or not they need to be submitted for reimbursement.  The US Government has the right to request copies at any given time for validity of request. It is the responsibility of each traveler to ensure their receipts are kept in a safe place for 6 years and 3 months.
· All receipts must indicate the balance is paid in full without any outstanding balance. For those receipts that reflect a balance due, you must submit proof of payment with the invoice.  If a cancelled check is used, provide a copy that includes the front and back of the check.
· You are required to file expense reimbursement requests within 5 days of completing each phase of your relocation (i.e. one for en route, another for temporary quarters). 

· Reimbursements are determined by Department of Veterans Affairs Relocation Policy and FTR 302 Relocation Allowances regulations. 

Outline

Please find enclosed information on:

· Miscellaneous expense allowance (MEA) –  page 2

· House hunting trip (home finding) –  pages 3 – 4
· En route travel –  pages 6 –7
· Temporary quarters (TQ) –  pages 8 -9
· Lease break fees –   page 10
· Real estate transactions –  page 11
· Purchase of new residence closing

· Sale of Old Residence closing 

· DITY Move – page 12
Miscellaneous  Expenses Allowance 302-16

Overview

· Employee/family must vacate and have completed and submitted a claim for en route travel to receive this benefit.  

· Employee without dependants is allowed up to $500.00 or one week basic pay whichever is less. If you wish to claim one week basic pay, you must itemize your claim and submit all receipts.  Your actual expenses can not exceed the one week basic pay.
· Employee with dependants is allowed up to $1,000.00 or two weeks basic pay whichever is less. If you wish to claim two weeks basic pay, you must itemize your claim and submit all receipts.  Your actual expenses can not exceed the two weeks basic pay.
· If dependants travel separately at a later date, the employee may submit for 50% of the MEA amount.  The remainder can be requested after a dependant completes their en route travel and a claim has been submitted.

· Expenses in excess of the flat rate amounts mentioned above must be supported by receipts and documentation.  Amounts can not exceed one week basic pay for employee without dependants or two weeks basic pay for employees with dependants.

· Miscellaneous moving expense is not authorized for new appointees or last move home.

For Your Records

Please note when you submitted your request for payment of your MEA:  

MEA  request submitted


(date)
Allowance for House Hunting Trip 302-5

· To find permanent housing in the new duty station area, the following guidelines apply:

· The Travel Authority must indicate that a house hunting trip has been authorized and which method of reimbursement.

· Actual method per diem is based on the locality rate of the new location and is limited to 10 days.

· Fixed rate method per diem is based on 6.25 times the locality rate for the employee and spouse, and 5 times the locality rate for the employee or spouse only.

· If airfare is used, a rental car may be authorized at the new duty station.  

· House hunting trips are not authorized for new appointees or last move home. 

Lodging

An original itemized hotel invoice reflecting zero balance due is required.  If you stay with family and/or friends at any point during your house hunting trip, please indicate CLEARLY ON THE EXPENSE FORM “stayed with ….” so that your meals and incidentals can be reimbursed. 
Mileage

Mileage is covered to the New Duty Station from the Old Duty Station if driving a POV and approved.

Mileage is covered to and from the airport at the Old Duty Station if utilizing airfare.

Airfare

Only you and/or your spouse may be reimbursed house hunting travel expenses.
Airfare arrangements must be made through the VA’s Travel Management Center (TMC).  Duluth currently provides TMC services to VA.  You may contact them at 877-813-5900. 

Your counselor can provide you further information on your point of contact.  If you make arrangements without using the TMC, reimbursement will be limited to the applicable city pair fare or the lowest non-restricted airfare if no city pair fare is available.  
There are three acceptable receipt forms:

(Continued)

· An e-ticket confirmation/receipt form reflecting passenger name, class, flight, date, and price charged.

· Itinerary reflecting passenger name, class, flight, date, and price charged and boarding passes.
· Itinerary reflecting passenger name, class, flight, date, and price charged and credit card receipt or statement.
· Baggage receipts
Meals

· Meals are reimbursed at a flat rate based on the locality rate applicable at time of travel for the employee and/or spouse.  1st and last day meals are at 75%.  
· If you stay with family and/or friends at any point during your house hunting trip, please indicate CLEARLY ON THE EXPENSE FORM “stayed with ….” so your meals and incidentals can be reimbursed.

Car Rental

An original, final receipt from the car rental company is required; pre-calculations are not acceptable. A standard compact size vehicle is the standard size allowed.  Always confirm directly with the rental car agency when picking up the rental car that the rate you receive and the rental car contract reflects the government TMC agreement rate.  Do not elect collision damage waiver (CDW) insurance as it is not reimbursable.

Your receipt should reflect:

· Name of renter

· Vehicle class

· Rental period

· Daily rate

· Itemized additions
Other

Department of Veterans Affairs requires an itemized receipt for an expense of $75 or more for the following items:

· Car Rental  Gas (required for all amounts)
· Parking

· Taxi/Car Fare

· Tolls

(Continued)
For Your Records

Please note the items for which you submitted expenses pertaining to the House Hunting Trip:

Lodging, submitted on


(date)

Airfare, submitted on


(date)

Car Rental/Gas, submitted on


(date)

Parking, submitted on


(date)

Taxi/Car Fare, submitted on


(date)

Tolls, submitted on


(date)

Mileage, submitted on


(date)
En Route Travel 302-4

Per diem allowance is NOT allowed for travel of 12 hours or less.

When traveling from the departure home to the New Duty Station Location, the following guidelines apply:

· POV must be used, unless an exception has been approved in advance for airfare by the Approving Official.
· The expense form must show the departure date from the old official station and arrival date at the new official station. 

· Per diem is calculated using the current CONUS rate for lodging plus Meals Incidental and Expenses (MI&E).  Contact your consultant for the current rate.     

· The first and last day of travel are based on 75% of the MI&E.  Individuals covered by the claim must be identified.  Last day of travel will be MI&E only due to arriving at the new station.
· Mileage must be indicated on the expense form for each day of travel.  Excessive mileage and/or travel days must be explained on the expense form.  If authorized, Approving Official must sign the statement on the Expense Form prior to submission.

· The use of more than one vehicle must be authorized prior to submission of expense form to be reimbursed.

· If actual travel involves departure and/or destination points other than the old and new official stations, the per diem or travel expenses shall not exceed the amount to which the employee and/or members of the immediate family would have been entitled to if they had traveled by the usually traveled route between the new and old duty stations.

· When the spouse is not accompanied by the employee, the spouse’s per diem is based on the rate to which the employee is entitled if they travel at a different time.

·  New appointees are not allowed per diem reimbursement for their dependants. 
Lodging
Lodging is a reimbursable expense if the distance between former and new duty station exceeds 300 miles. You must average at least 300 miles a day to qualify for one night of lodging. An original itemized hotel invoice reflecting zero balance due is required. It is the expectation of Department of Veterans Affairs that employees request and utilize government 
(Continued)
rates whenever available or select lodging establishments with comparable rates to avoid unnecessary expenses.  

If you stay with family and/or friends at any point during En Route travel, please indicate CLEARLY ON THE EXPENSE FORM “stayed with ….” so your meals and incidentals can be reimbursed.

Employees are not reimbursed en route lodging expenses incurred at the old or new duty locations or within the surrounding area.  While the obligation is based on number of days considering minimum driving mileage of 300 miles per day, the employee will be reimbursed based on actual days en route.  Expenses incurred upon arrival at the new duty station are considered Temporary Quarters expenses (if authorized).
Meals

· Meals are reimbursed based on the daily maximum per person and are at a flat rate vs. actual meal cost per day.
· 1st and last day meals are at 75% of the daily maximum.
·  If you stay with family and/or friends at any point during En Route travel, please indicate CLEARLY ON THE EXPENSE FORM “stayed with ….” so your meals and incidentals can be reimbursed.  If you stop traveling you can receive no travel reimbursement.  If you stay in one locality more than one day you will only receive travel reimbursement for one day.
For Your Records

Please note the items for which you submitted expenses pertaining to En Route:
Lodging, submitted on


(date)

Mileage, submitted on


(date)

Tolls, submitted on


(date)
Allowance for Temporary Quarters (TQ) 302-6

Actual TQ is lodging obtained from a commercial source until you move into a permanent residence. Expenses for lodging, meals, groceries and dry cleaning are reimbursable and paid according to policy specifics. 

· Itemized paid receipt must be provided for all lodging.

· A separate travel voucher should be submitted for each 30 day period in order to expedite payments.

· Days claimed in TQ must be consecutive unless interrupted for official necessity such as TDY Travel, Military Orders, or other related duties.  (TDY travel and Military Orders – need to submit copies of the orders with the expense form.)
· Meals must be itemized on a daily basis showing the actual amounts spent.  Groceries should be annotated and included in addition to the meals for that day.  Itemized receipts must be furnished for any meal in excess of $75.00.  All receipts are needed for groceries.
· TQ can only be claimed once permanent quarters are vacated at the old duty location and end when permanent quarters are occupied by any family member at the new duty location.   TQ also ends once house hold goods are delivered.
· The entire Fixed TQ can be claimed once the employee and/or dependents enter Temporary Quarters.
Lodging

· For hotel lodging, an original itemized hotel receipt reflecting zero balance due is required.
· Accommodations other than a hotel require a copy of the lease and proof of payment (receipt) or cancelled check (front and back).

· For lodging with family and friends, lodging expenses are not reimbursable. Employees may receive reimbursement for meals taken outside the home, groceries purchased for consumption during this period by the employee and dry cleaning and/or coin-operated laundry.  If you stay with family and/or friends at any point during Temporary Quarters, please indicate CLEARLY ON THE EXPENSE FORM “stayed with ….” so your meals and incidentals can be reimbursed. You can only claim your and your family’s expenses.  You cannot claim your host’s expenses.

(Continued)
Meals

You must distinguish between expenses for meals and groceries.  If you stay with family and/or friends at any point during Temporary Quarters, please indicate CLEARLY ON THE EXPENSE FORM “stayed with ….” so your meals and incidentals can be reimbursed.
Groceries

Itemized receipts are required for all grocery expenses.  Credit card receipts are not acceptable. It is the expectation of Department of Veterans Affairs that groceries purchased in TQ will be utilized during TQ lodging only.

Dry Cleaning/Laundry

Itemized receipts are required for all dry cleaning. Credit card receipts are not acceptable. Don’t forget to grab your itemized receipt from the plastic bag! While a receipt is not required for coin-operated laundry services, please ensure you list usage of laundry services on your expense form.  
For Your Records

Please note the items for which you submitted expenses pertaining to Temporary Quarters:

Lodging, submitted on


(date)

Meals, submitted on


(date)

Groceries, submitted on


(date)

Dry Cleaning/Laundry submitted on
(date)

Lease Breaking Fees 302-11

Expense Form must be attached to claim.

Overview

Unexpired lease breaking fees are reimbursable at the old duty station. In order to qualify for reimbursement of lease break fees, the individual must:

· Provide a copy of a complete valid signed lease agreement that reflects the start and termination dates and includes a lease break clause.

· Supply proof of payment of the lease cancellation fee – e.g. copy of cancelled check (front and back), fully executed and valid landlord receipt.  Generic receipts are not accepted.

· Copy of your notice to vacate – you must notify your landlord of your intent to vacate immediately upon notification of transfer.
· Breakdown of incurred charges from leasing establishment.

If paying for remaining months of the lease agreement till house/apartment has been leased again:

· A letter from the leasing Management stating the apartment has been vacant and has not been leased to any other person is required for each month you are requesting reimbursement.  The letter will be on letterhead and dated at the end of each month requesting for reimbursement.
For Your Records

Please note if you submitted expenses pertaining to Lease Breaking Fees:

Lease Break Fees, submitted on


(date)

Real Estate Transactions 302-11

You must provide the below listed items in this subparagraph to the PCS Travel Section.  The PCS Travel Section will prepare the real estate claim using VA form 3036D and create a VA Form 1012.  These forms will be forwarded to you for review and signature.  

If the employee and/or their spouse are not the sole proprietors of the property being sold and/or purchased the reimbursement will be prorated to the percentage of interest that is owned by the employee and/or spouse.  

If the employee purchases or sells a multiple family residence, reimbursement will be prorated to the unit that the employee occupies.
Please note that reimbursement for the sale or purchase of a home is based on the HUD1 statement.  Not all expenses charged on the HUD1 are reimbursable.  Please refer to the FTR for what is reimbursable. 302-11.200
Purchase of New Residence Closing Costs, Including New Construction

Whether you are constructing a house or buying an existing home, to receive reimbursement of eligible costs, you must provide a copy of:

· Signed HUD-1 settlement statement, including any addendum pages

· Fully executed purchase agreement (i.e. sales contract)
· Proof of payment of any out of pocket expenses not itemized on HUD.
· Loan statement
Please note that any credit or grant on the HUD 1/settlement statement that is not itemized will require a letter from the lender or title company providing an explanation of the credit and what it covers.  

Sale of Old Residence Closing Costs

To receive reimbursement of eligible costs, you must provide a copy of:

· Signed HUD-1 settlement statement, including any addendum pages

· Fully executed sales agreement (i.e. sales contract)
· Proof of payment of any out of pocket expenses not itemized on HUD.
For Your Records

Please note the items for which you submitted expenses pertaining to Real Estate Transactions:

Purchase of New Residence Closing, submitted on


(date)

Sale of Old Residence Closing, submitted on


_____ (date)
Do It Yourself Move (DITY) 302-7
“DITY Move” must be noted in the comments section on your Travel Authority in order to be reimbursed for expenses incurred to ship your house hold goods on your own (not using RMW).  Counseling by RMW is required for all DITY moves.
 

For DITY moves, the employee may be reimbursed for:

 

· UHaul – must provide a copy of final receipt showing zero balance for rental

· Packing materials – must submit receipt for packing materials (tape, boxes, etc.)

· Gas – must provide all gas receipts
· Weight tickets – empty and full truck

· Summary of items moved
By definition an auto is not house hold goods.  Rental of car tow dolly/equipment is reimbursable if POV shipment is authorized and if it’s cost effective (less than shipping) and authorized by the approving official.  GSBCA 16075-RELO

 

The maximum house hold goods that can be shipped per the FTR are 18,000lbs.  If an employee is shipping a portion of their house hold goods as a DITY move and the remainder is shipped by RMW, the total combined weight may not exceed 18,000lbs.   You will also be required to submit weight tickets to confirm the total amount shipped. 
If the employee completes the DITY move during the en route trip in a rental truck, en route mileage will not be reimbursed, since the employee is reimbursed for rental truck expenses and gas as part of the DITY move.  

 

If the employee is completing a DITY move separate from en route travel, then lodging, meals and incidentals will not be reimbursable expenses for the DITY move.
If an employee arranges a van line that is not used by RMW, the employee’s reimbursement will be limited to what the cost would have been for the US Government to have a contracted van line ship the house hold goods (up to 18,000lbs).  

For Your Records

Please note the items for which you submitted expenses pertaining to DITY Move:

DITY Move, submitted on


(date)
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