VA Permanent Change of Station
Quick Reference Guide

This guide is for first duty station and transferred employees authorized a Permanent Change of Station (PCS) within the Continental United States (CONUS).  It is intended to be a quick reference that supplements the PCS Policy Guide and provides a brief outline of the allowances and expense reimbursements you are entitled to receive in accordance with the Federal Travel Regulations (FTR) Chapter 302 – Relocation Allowances.  
Relocation Assistance – The VA PCS Travel Section recognizes relocation can be a very stressful event for an employee and their family.  A significant amount of coordination and planning by multiple individuals is required to make your relocation a success.  We are committed to providing exceptional customer service to our relocating employees.  We also work closely with our home sale and household goods shipment contractors to assist in resolving challenges as they arise.  If at any time, you feel you are receiving less than world class customer service, we encourage you to contact us so we can help get everything back on track.  


	PCS Travel Section Contact Information

	Financial Service Center/PCS Travel Section
Help Line: 1-800-521-1985 or Fax: 1-512-460-5103

Counselors: 1-512-460-5252
Website: http://vaww.fscdirect.fsc.va.gov/pcs.asp
Email:  pcstravel@va.gov 

Gary McWilson
Chief, PCS Travel Section 
512-460-5111 or gary.mcwilson@va.gov 

Adrian Quesada
Supervisor, PCS Counseling Section
512-460-5204 or adrian.quesada@va.gov

Millie Brown
Supervisor, PCS Audit and Claims Section
512-460-5659 or mildred.brown2@va.gov  
Erica Binelli
COR, Relocation Contract  
512-460-5160  or Erica.Binelli@va.gov 

	PCS Travel Section Contractor Information

	Duluth: 866-431-3800
Relocation Management Worldwide: 866-828-6679

WHR Group: 877-323-7515



Eligibility - An employee is eligible for a PCS move if it was authorized on the job announcement and the employee is being transferred in the interest of the Government.   The distance between your current home and new duty station must be 50 miles further than your current home and old duty station.
	PCS Transferee Entitlements

	Entitlement
	Mandatory
	Discretionary*

	House-hunting Trip
	
	X

	En Route Travel
	X
	

	Household Goods
	X
	

	Temporary Storage (up to 60 days)
	X
	

	Non-Temp Storage
 (61–150 days)
	
	X

	Temporary Quarters
	
	X

	Real Estate Expenses**
	X
	

	Misc. Expense Allowance
	X
	

	Relocation Income Tax Allowance
	X
	

	POV Shipment
	
	X

	First Duty Entitlements

	Entitlement
	Mandatory
	Discretionary

	Transportation
	X
	

	Per Diem 
(Employee only)
	X
	

	Household Goods
	X
	

	Temporary Storage (up to 60 days)
	X
	

	Non-temp storage
	
	X

	Mobile Home
(in lieu of HHG)
	X
	

	POV Shipment
	
	X

	*Discretionary items must be specifically approved by your Approving Official at the gaining station.  Do not incur expenses prior to approval of your Travel Authority (Form 3036c).

**Appraised Value Offer program is discretionary.


Advance of Funds - If you have a Government travel card, you should use this card for your approved house hunting trip (HHT) and en route travel.  You must not use your Government travel card for temporary quarters (TQ) or any other PCS related expenses. You are not authorized to take a credit card advance. 
If you are approved for the actual method of TQ and/or do not have a Government travel card, an advance of funds may be requested to cover these costs through the PCS advance process.  It is important to remember an advance does not relieve you from filing for reimbursement of expenses once they are incurred.  
Travel advances will be offset against any and all travel reimbursement vouchers as they are received.  As an example, if you request an advance for TQ and then file for reimbursement of a HHT, you will not receive reimbursement for the HHT.  Instead, the HHT reimbursement will be used to offset the outstanding TQ advance.
You must notify your PCS counselor if you intend to request an advance.  You must sign and return the advance request form to receive funds.
The following may be funded in advance:

1. Per diem, mileage, and common carrier costs anticipated for the employee and family for the PCS move, and for a HHT, if authorized (FTR 302-4.600, FTR 302-5.16).

2. Estimated allowable TQ expense for up to 30 days. Additional funds may be approved for additional 30 day periods (FTR 302-6.15).

The following cannot be funded in advance: 
1. Miscellaneous expense allowance (FTR 302-16.101). 

2. Real estate transactions and unexpired leases (FTR 302-11.307). 

3. Transportation and temporary storage of household goods or transportation of mobile home if by actual expense method; since the Government pays the mover directly (FTR 302-7.105).
PCS Travel – Transferred and First Duty Assignment Employee Responsibility Checklist
PCS Travel entitlements help to lessen some of the financial burden of relocating.   Employees will incur expenses up front, some of which may not be reimbursable.  The employee is responsible for filing claims for reimbursement.  Non-compliance may impact your personal finances.   In order to ensure you receive your reimbursements, you must provide your banking information using the FMS Vendor File Request Form (VA Form 10091).

 Completed and faxed VA Form 10091 – to fax number 512-460-5221.
Claims – All claims must be filed within 5 days of completing the trip or expense.  Expenses incurred for the Actual method of Temporary Quarters must be filed in 30 day increments.  Fax claims to 512-460-5103.  To avoid any delays, please do not scan and e-mail these documents.
A Claims Preparer will be assigned to process your claim.  The Claims Preparer will follow up with you to clarify any questions on your expense report and send you a Travel Voucher (VA Form 1012) to sign.  
Airfare – If travel by air is approved, employees must make their own arrangements through Duluth Travel.  You MUST follow up with Duluth to confirm the airfare has been paid and a ticket has been issued BEFORE arriving at the airport.  If you have an individually billed VA government credit card, the credit card information must be provided to Duluth.  If the station is paying for the airfare, you are required to provide your budget official’s name and phone number to Duluth.  It is ultimately your responsibility to ensure payment of airfare when using Duluth Travel.

 Contact Duluth Travel @ 1-866-431-3800.
 Provide credit card Information (if you hold a valid government credit card).  

OR
 Provide budget official’s name and phone number to Duluth - located in the entitlement document. 

Entitlement Information – Your PCS Counselor will send an Entitlement Letter including links to the Federal Travel Regulations (FTR) for each specific entitlement.  You can view the FTR through the following link: http://www.gsa.gov/portal/ext/public/site/FTR/file/FTR302TOC.html/category/21869/hostUri/portal  

	PCS Transferee Expense Submission Checklist

	Reimbursable Items
 (if approved)
	Submitted Expense
	Returned Signed 1012

	House-hunting Trip         (if approved)
	
	

	En Route Travel & Miscellaneous Expense Allowance
	
	

	En Route Travel & Miscellaneous Expense Allowance  for dependents if approved separate travel
	
	

	Temporary Quarters 
1st 30 days or Lump Sum 

(if approved)
	
	

	Temporary Quarters 
2nd 30 days 
(if approved)
	
	

	Temporary Quarters 
3rd 30 days
(if approved)
	
	

	Temporary Quarters 
4th 30 days 
(if approved)
	
	

	Real Estate Expenses (lease break/direct reimbursement of sale)
	
	

	Real Estate Purchase
	
	

	Relocation Income Tax Allowance
	
	

	First Duty Expense Submission Checklist 

	Reimbursable Items
 (if approved)
	Submitted Expense
	Returned Signed 1012

	En Route Travel
	
	

	En Route mileage for family
(if travel separately)
	
	


PCS Process Flow

1. Employee accepts new position.
2. Human Resources (HR) generates electronic VA Form 3918, Intra Agency Transfer Request through PCS Travel Portal.
3. Employee electronically completes and signs 3918 part 2 and service agreement.
4. HR at losing station (if applicable) electronically completes and signs Part 3 of 3918.
5. The 3918 is electronically routed to the PCS Travel Section and PCS Travel contacts employee within 24 hours to schedule counsel call.
6. Counselor contacts employee to review entitlements at scheduled counsel call date and time.

7. Employee submits VA Form 10091, provides binding decisions for house hunting and temporary quarters, if applicable, as well as request for any other discretionary approvals such as airfare and POV shipment to Counselor.

8. Counselor requests budget approval and discretionary approval from gaining station.

9. Budget Official and Approving Official provide requested budget and discretionary approvals.

10. Counselor completes travel authority and submits electronically to Approving Official for signature.

11. Approving Official signs travel authority, which electronically routes back to PCS Travel.
12. Counselor submits obligation request through Financial Management System (FMS).

13. Upon obligation of funds, travel authority is signed electronically by counselor. Employee is notified via email and a copy is sent to Relocation Management Worldwide (RMW). The relocation services request is forwarded to WHR Group, if applicable.

14. Employee begins move and submits claims for reimbursement to PCS Travel Section within 5 days of completion of entitlement.
