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Employee Relocation Policy Guide
Permanent Change of Station for Homeowners

Appraised Value Offer (AVO) Program

GENERAL INFORMATION
This Employee Relocation Policy Guide briefly outlines the benefits and allowances you may be entitled to receive as a result of your change of official station.  It is not a copy of the applicable regulations and has no directive authority.  The regulations covering change of station transfers for civilian employees are found in the Federal Travel Regulations (FTR).  A link to the Federal Travel Regulations can be found on www.gsa.gov. 

The VA PCS Travel Section will provide you with entitlement counseling.  The PCS Travel Section will also review your relocation claims and reimburse you for approved expenses.

WHR Group (WHR) provides home sale services if you decide to enroll in the VA’s Home Sale Program.  Additional information regarding VA’s Home Sale Program is located on page 8.

Relocation Management Worldwide (RMW) is the contractor who will assist you with the shipment and storage of your household goods.  Additional information regarding shipment and storage of household goods is located on page 10.

FORMS:

The following forms are used to document your change of official station:

· VA Form 5-3918, Intra-Agency Transfer Request
· VA Form 5-4650, Notification of Personnel Action
· VA Form 70-3036c, Travel Authority for Permanent Duty
· SF 1012, Travel Voucher
· SF 1038, Application and Account for Advance of Funds
· VA Form 10091, FMS Vendor File Request Form 
	Policy Components
	TRANSFERRED HOMEOWNER
	RESOURCES/REQUIRED FORMS

	Eligibility and Travel Authorization Process
	· Transfer for the convenience of the government.
· New Official Station must be 50 miles further from the employee’s current residence than old official station is from same residence.
· Must complete all aspects of the relocation within 1 year of the effective date of transfer.  If there are extenuating circumstances a 1 year extension may be granted.  Approvals of extensions must be submitted no later than 30 calendar days after the expiration date unless this 30-day period is specifically extended by your agency.

· The facility director must approve the extensions.
· HR will facilitate the initial paperwork to start the relocation process   VA Form 5-3918 and service agreement will be initiated and completed electronically via the PCS Travel Portal.   

· Employee must electronically sign the VA Form 5-3918 via the PCS Travel Portal.

· The VA Form 5-3918 will be forwarded to the VA PCS Travel Section in Austin by HR, to assign a Travel Authority number for the traveler.
· PCS Counselor will counsel the employee and then complete and facilitate approval of the Travel Authority by the Approving Official. 

· The Travel Authority (VA Form 70-3036c) must be approved and signed by the Approving Official prior to incurring any expense for the relocation.  You cannot list your home prior to the 3036 being obligated.  
· The employee must complete and submit form VA Form 10091 to provide banking information to the PCS Travel Section.  The employee’s relocation cannot be obligated without completing and submitting the VA Form 10091 to PCS Travel Section.  


	RESOURCES:
· HR

· Approving Official

· PCS Travel Section
· FTR 302-2

FORMS:

· VA Form 5-3918 – HR Facilitates

· VA Form 70-3036c – PCS Travel Section Facilitates  

· VA Form 10091 – Employee completes and submits to FSC per instructions on form




	Policy Components
	TRANSFERRED HOMEOWNER
	RESOURCES/REQUIRED FORMS

	Advance of Funds

(Discretionary)

Advances may be requested no earlier than 2 weeks prior to the expense being incurred.
	· Advances may be issued for the following items:

1. En route travel – eligible for per diem & transportation that is not covered by the station for employee and dependents if the employee does not have a GSA Government Travel Card to cover expenses.

2. House hunting trip - employee & spouse if the employee does not have a GSA Government Travel Card to cover expenses.

3. Temporary Quarters – for subsistence expenses & only issued in 30 day increments.  The employee cannot use the GSA Government Travel Card for TQSE under any circumstances.

· May NOT be issued for: miscellaneous expense, house hold goods, expenses related to real estate transactions & non-expired leases or RITallowance. 

· Employees who request an advance must receive approval from the Approving Official. 
· Advances are approved up to 75% of the estimated expense.

· The PCS Counselor will complete Form 1038 (not to exceed the maximum authorized amount) and forward electronically to the employee for signature via the PCS Travel Portal.
· The employee will electronically sign form 1038 via the PCS Travel Portal.  The completed form will be routed to their PCS counselor in the travel portal.
· The PCS Counselor will forward Form 1038 to the Approving Official for electronic signature via the PCS Travel Portal. 

· The Approving Official will return the signed 1038 to PCS Travel Team via the travel portal.
· PCS Travel Section will make payment within 7 business days of receipt of the completed 1038 from Approving Official.  
· Employees must not use their GSA Government Travel Charge Card for Temporary Quarters.  

· The employee is responsible for the Travel Charge Card expenses when the bill is due.  

· Advances will offset any and all PCS vouchers until the advance is liquidated.

· Advances will be reviewed 45 days after reporting.

Reconciliation of Advances:

· Outstanding advances not fully recovered by deductions from reimbursement vouchers must be promptly repaid. When travel is canceled or indefinitely postponed, the full amount of any outstanding advance shall be repaid immediately. 
Request for additional advances:
· If an employee is submitting for a 3rd advance, the 1st advance must be reconciled first or an exception must be sought and approved in order to receive the additional advance.
Exception Requirements:
· If TQSE must be pre paid prior to filing the travel claim, the employee must outline the requirement in writing and submit to their counselor.


	RESOURCES:

· PCS Counselor – You may contact your counselor at 

 1-512-460-5252
· Approving Official

· PCS Travel Section
· FTR 302-2.20

FORMS:

· SF 1038 – Advance Request Form



	Policy Components 
	TRANSFERRED HOMEOWNER
	RESOURCES/REQUIRED FORMS

	House Hunting Trip (HHT)
(Discretionary)

Purpose: To allow the employee and spouse to find a new residence before the actual move.

May be authorized only when circumstances indicate that it is needed.

Tax assistance is  provided
A house hunting trip cannot be authorized at the Government expense:
· If the distance (via a normally traveled route) from the old to the new station is less than 75 miles.
· Until the date of transfer is established and the agreement to remain in Federal Service for twelve months is signed by the employee. 
Until the 3036 Travel Authority has been approved authorizing the trip.
HHT (continued)
	· The House Hunting Trip is a discretionary item which must be approved by the Approving Official in advance of the trip. 
In instances where house hunting trips are authorized, they may be authorized with the following limitations:
· Up to 10 calendar days for the employee and/or spouse (other dependents are not reimbursable) and must be round trip.
· Separate round trips by the employee and spouse may be allowed but cost may not exceed the cost of one round trip of the employee & spouse traveling together.

· Must be completed prior to en route travel.
· Allowances for TQSE will be reduced or avoided if employee takes a HHT.
· Must use agency’s existing Travel Management Center (TMC) to make travel arrangements.
Employee provided option of lump sum or actual expenses – PCS Counselor will provide a calculation to the employee for both lump sum and actual expenses.   Employee must make binding selection prior to the 3036.  This decision cannot be changed.

Lump Sum:

· Lump sum rate for one person (employee or spouse) is calculated as: per diem (Locality rate) rate X 5 

· Lump sum rate for 2 travelers (employee and spouse) is calculated as: per diem (Locality rate) rate X 6.25

The Lump Sum rate covers expenses for lodging, meals and incidentals.  The employee may also be reimbursed for actual travel expenses to include airfare, rental car and gas, tolls, or mileage for traveling via a Privately Owned Vehicle (POV).  If mileage is between 75-250 miles, employee should drive their POV.  If the mileage exceeds 250 miles, the employee should fly.  .  If the lump sum method is authorized, 10 days will be deducted from first 30 days TQSE if authorized.

Actual Rate:

· Actual rate for employee (or spouse without employee) is calculated as: per diem (CONUS rate) rate X # of days (not to exceed 10)

· Actual rate for spouse(with employee) is calculated as: per diem (CONUS rate) rate X 75% X # of days (not to exceed 10)

Actual expenses for employee & spouse includes: per diem (lodging & M&IE), rental car and gas, tolls, parking, parking at airport for Private Owned Vehicle (POV) not to exceed the cost of one round trip via taxi from your residence to the common carrier terminal and from the common carrier terminal back to the residence, or mileage to and from the airport.  If mileage is between 75-250 miles, employee should drive their POV.  If the mileage exceeds 250 miles, the employee should fly.    Reimbursement will be limited to actual costs incurred up to daily maximums for all expenses except meals.  Meals are reimbursed at a flat rate based on locality rate applicable at time of travel.  1st and last day meals are at 75%.  The actual number of days approved for the HHT will be deducted from the first 30 days TQSE.
(HHT Continued from  page 4)

REIMBURSEMENTS:

· The employee should file for reimbursement within 5 days of completing the house hunting following the instructions provided in the Relocation Receipts Requirements Document.
· If the employee has selected Actual Expense Reimbursement for the House Hunting Trip, the employee must submit the Expense Form and include supporting information and documentation.

· If the employee has selected Lump Sum Expense Reimbursement for the House Hunting Trip, the employee must submit the Expense Form requesting the Lump Sum Amount provided by PCS Counselor and traveling expenses incurred.

· Expenses including Expense Form and any required supporting documentation should be faxed to 512-460-5103 for processing.

· Claim will be prepared, a 1012 created and forwarded to employee and AO for signature.

· Upon receipt, PCS Travel Section will audit the expenses.  Any expense that is not reimbursable or not supported with proper documentation will be suspended.  

· The employee will have the opportunity to resubmit for reimbursement on suspended items that are authorized per the VA Travel Policy and FTR.

· PCS Travel Section will process the reimbursement to the employee.

· Advances will offset any and all PCS vouchers until the advance is liquidated.

	RESOURCES:

· PCS Counselor - You may contact your counselor at 

 1-800-521-1985 

· FTR Chapter 302-5
· Relocation Receipts Requirements Document – this will provide detailed instructions for filing your claim
· Travel Management Center
EMPLOYEE REQUIRED FORMS:
· Expense Form
· SF 1012
SUPPORTING DOCUMENTATION
· Itemized Lodging Receipts (paid in full)if actual reimbursement method selected
· Receipt for rental car
· Gas receipts
· Toll receipts



	Policy Components
	TRANSFERRED HOMEOWNER
	RESOURCES/REQUIRED FORMS

	Enroute Travel
(Entitlement)

Allowable per diem begins upon departure from old station vicinity and ends upon arrival at the new duty station vicinity.

No per diem will be allowed for travel of 12 hours or less.

Employee must travel an average of 300 miles per day using the most direct route to be eligible for per diem expenses.
Tax assistance provided on taxable expenses.

	Expected to drive 1 POV.

· Mileage reimbursement is at a rate of $.235 per mile effective 1/1/2012(regardless of number of travelers in the POV).  

· If your family travels at the same time, in separate vehicles, reimbursement will be based on 1 POV.

Separate travel may be authorized if the employee must report to the new duty station and family must remain behind to complete school year, finalize relocation, etc.  If separate travel is authorized, mileage will be authorized on the 1st and 2nd vehicle at a rate of $.235 per mile.  
Allowable per diem includes meals and actual lodging expenses per CONUS rate:

· Employee (or spouse if traveling separately): 100% of CONUS rate

· Spouse: when accompanied by employee, ¾ of the amount allowed by employee.  

· Additional members of the immediate family: Age 12-20, ¾ of the employee’s allowance rate/ Age under 12: ½ of the employee allowance rate.

· Meals are reimbursed at 75% of the applicable rate for each traveler on the 1st and last day of travel. 

· May request air transportation (using a Gov’t travel charge card). This is an exception that requires approval by authorizing official & request made by the PCS Counselor.  Approval will be based on the most cost advantageous method to the Government.  If air transportation is authorized, employee must use VA’s existing Travel Management Center (TMC), currently Duluth, to make travel arrangements.  You may contact them at 866-431-3800. 

· Request for air transportation is not approved without an exception request signed by the Approving Official.  The Travel Authority (3036c) will reflect the approval.    

REIMBURSEMENT:

· Within 5 days of arrival at new duty station, please submit your expenses including the Expense Form and any required supporting documentation by faxing to 512-460-5103 for processing.

· Claim will be prepared, a 1012 created and forwarded to employee and AO for signature.

· Upon receipt, PCS Travel Section will audit the expenses.  Any expense that is not reimbursable or not supported with proper documentation will be suspended.  
· The employee will have the opportunity to resubmit for reimbursement on suspended items that are authorized per the VA Travel Policy and FTR.

· PCS Travel Section will process the reimbursement to the employee. 

· Advances will offset any and all PCS vouchers until the advance is liquidated.
	RESOURCES:

· PCS Counselor
· FTR Chapter 302-4
· Receipts Requirements Document
EMPLOYEE REQUIRED FORMS:
· Expense Form
· SF 1012

· If family traveled with employee, state in block 12 of SF 1012
· If separate travel authorized, submit a separate SF 1012 for employee and for dependents.
SUPPORTING DOCUMENTATION:
· Mileage
· Airline ticket if flight authorized (itemized receipt).
· All itemized and paid in full lodging receipts
· Meals may be claimed based on daily maximum per person and are reimbursed at a flat rate vs. actual meal cost per day.



	Policy Components
	TRANSFERRED HOMEOWNER
	RESOURCES/REQUIRED FORMS

	Miscellaneous Expense Allowance

(MEA)

(Entitlement)
	· Allowance to defray various costs related to discontinuing a residence at the old official station and establishing a residence at the new official station.  

· Examples of items covered under the MEA, include but are not limited to: connecting/disconnecting appliances, cutting and fitting of rugs, draperies and curtains moved from one residence to another; transportation of pets, vehicle registration and driver’s licenses.

·  Transferring employee without an immediate family member is entitled to a lump-sum of $650 or one week basic pay, whichever is less.  If claiming one week basic pay, you must itemize your claim and submit all paid in full receipts.

·  Transferring employee with an immediate family member(s) is entitled to a lump-sum of $1300 or two weeks basic pay, whichever is less. If claiming one week basic pay, you must itemize your claim and submit all paid in full receipts.

· If immediate family is traveling separately at a later date, MEA may be requested at 50% of the allowance; the remainder can be claimed once the immediate family members complete their travel to the new station. 

REIMBURSEMENT:

· Within 5 days of arrival at new duty station, please submit your expenses including the Expense Form and any required supporting documentation by faxing to 512-460-5103 for processing.

· Claim will be prepared, a 1012 created and forwarded to employee and AO for signature.

· Upon receipt, PCS Travel Section will audit the expenses.  Any expense that is not reimbursable or not supported with proper documentation will be suspended.  

· The employee will have the opportunity to resubmit for reimbursement on suspended items that are authorized per the VA Travel Policy and FTR.

· PCS Travel Section will process the reimbursement to the employee. 

Advances will offset any and all PCS vouchers until the advance is liquidated
	RESOURCES:
· PCS Counselor

· FTR Chapter 302-16

· Receipt Requirements Document

EMPLOYEE REQUIRED FORMS:

· Expense Form

· SF 1012

SUPPORTING DOCUMENTATION:
· All itemized (paid in full) receipts if not claiming the lump-sum amount.



	Policy Components
	TRANSFERRED HOMEOWNER

	RESOURCES/REQUIRED FORMS

	Temporary Quarters Subsistence Expenses (TQSE)- (Discretionary)
For Actual Expense:

TQSE may be approved for a period up to 60 consecutive days by the Authorizing Official.  Under compelling circumstances acceptable to the Agency, another 60 day TQSE period may be granted in 30 days increments.  Under no circumstances can extensions be granted beyond 120 days.

Tax Assistance is provided.


	· Employee provided option of lump sum or actual expenses. PCS Counselor will provide a calculation to the employee for both fixed and actual expenses based on the applicable rate.  Employee must make binding selection prior to the 3036 being approved.  This decision cannot be changed.

· TQSE days will be reduced based on the house hunting trip number of days authorized.
· TDY days do not count as TQSE days. Once cannot claim TQSE meal amounts while in TDY status.  

· Lump Sum Option – not to exceed 30 days (with no exceptions) for employee and family.  TQ must be needed.  Must enter in TQ to be eligible for Lump Sum TQSE. 

· Lump Sum rate is calculated as: # of days X per diem (Locality rate) rate X 75% for employee

· # of days X  per diem (Locality Rate) X 25% for each dependent
· Actual Expense Option - for employee and family includes meals and lodging based on current CONUS rate, dry cleaning (itemized receipts required) and coin operated laundry. 

· Reimbursement for 2nd, 3rd and 4th 30 day increments (when applicable), are at a reduced rate of 75%.

· Employee will be provided with the calculation for the difference in the 1st and subsequent TQ phases.    

· The employee must submit a Memo with justification to the Approving Official if requesting TQSE beyond 60 days.    

REIMBURSEMENTS:

· If Lump Sum TQSE is authorized - employee will sign a Lump Sum Certification and SF1012 electronically via the PCS Travel Portal when confirming discretionary requests.  Once the Travel Authority is approved and funded, Lump Sum TQSE will be issued no sooner than 5 business days prior to entering Temporary Quarters.

· If Actual reimbursement - must submit expenses in 30 day increments and within 5 days of completing each 30 days using the Expense Form and include supporting documentation and required receipts after expenses have been incurred.

· Expense Form and any required supporting documentation should be faxed to 512-460-5103 for processing.

· Claim will be prepared, a 1012 created and forwarded to employee and AO for signature.

· Upon receipt, PCS Travel Section will audit the expenses.  Any expense that is not reimbursable or not supported with proper documentation will be suspended.  
· The employee will have the opportunity to resubmit for reimbursement on suspended items that are authorized per the VA Travel Policy and FTR.

· PCS Travel Section will process the reimbursement to the employee.   Advances will offset any and all PCS vouchers until the advance is liquidated.
	RESOURCES:

· PCS Counselor
· FTR Chapter 302-5
· Relocation Receipts Requirements Document
EMPLOYEE REQUIRED FORMS:
· Expense Form
· SF 1012

SUPPORTING DOCUMENTATION
· All Itemized (paid in full) Lodging Receipts if actual reimbursement method selected
· Itemized dry cleaning receipts
· Meal Receipts for individual meals exceeding $75 per day
· Grocery receipts
· Itemized Expenses for actual reimbursement required
· Itemized daily meals 


	Policy Components
	TRANSFERRED HOMEOWNER
	RESOURCES/REQUIRED FORMS

	Home Marketing and Home Sale Assistance Program

(Discretionary)
· Appraised Value Offer – WHR makes an offer to purchase employee’s home based on the average of two (2) Appraisals.
· Amended Value – Employee receives an offer from an outside buyer that is equal to or greater than the Appraised Value Offer after entering Home Sale Program and prior to accepting Appraised Value Offer.
· Program Benefits:  Allows employee to receive equity promptly and move on to the new location as quickly as possible.  No out of pocket expenses for agent commission/ customary seller closing costs.  No need to attend closing.  May be eligible for a Home Marketing Incentive if home closes as an Amended Value Sale.
· Tax Protected program – please discuss with your WHR consultant.
	Approval to participate in the Appraised Value Offer (AVO) program is defined by each VA Administration and Staff Office.  Employee must decide to utilize the home sale program prior to the completion of the Travel Authority (3036).  This decision is final and is not subject to change.

Employee must initiate appraisals and listing of home within 90 days of the fully obligated 3036.
Employee may delay entire program for up to 90 days from initiation or may delay the appraisal process for up to 30 days once the program begins.  

· Marketing Assistance is required as part of AVO Program. 
· Employee cannot list property prior to completion of Travel Authority (Form 3036). Employee will not be eligible for home sale benefits if they list prior to the obligation of the 3036.

· Home must not have been listed previously by the employee with another agent or as a “For Sale by Owner” within the last six months unless WHR waives this requirement.

· Employee must list property within 105%of the average of 2 most likely sale prices from 2 Broker Market Analyses (BMA). Property should be listed within 10 days of receiving the BMA. If a third BMA is required, the list price must be within 105% of the average of the 2 closest most likely sale prices from the BMAs, or all 3 if equidistant.
Eligibility requirements – the property must be legally owned by the employee as defined in the Federal Travel Regulation (FTR); employee must occupy and commute for work to and from the property on a daily basis (primary residence); the property must be completely constructed and comply with all local, state & federal bldg, fire, health & safety requirements.

· Must use network agent at the old and new location. If your will need an equity loan based on the appraised value offer to close on a new home, use of a network agent at destination is required.
· Must execute the listing agreement and incorporate the Broker’s Exclusion Clause into the listing agreement

· Must complete all required disclosures

· Must complete deed package

Employee cannot sign any offers to purchase, counter offers, binders, etc.  If at any time during this program, an employee executes one of these documents, the employee will no longer be eligible to continue through the program and will revert to the Direct Reimbursement program outlined later in this guide.
· Employee must list property for a total 60 days before accepting the Appraised Value Offer.
· Employee must list home within 105% of the Appraised Value Offer price once it is delivered.
· Inspections may be required if based on information if noted in Appraisal, BMA, disclosures and/or other information obtained on the property.
· Appraised Value Offer is established from the average of two (2) relocation appraisals, if within 5% variance.  If a variance is greater than 5%, a third appraisal is ordered & two (2) closest appraisals are averaged.
· 60 days to accept the Appraised Value Offer.


	RESOURCES:

· WHR Consultant
REQUIRED FORMS:

· Broker’s Exclusion Clause

· Listing Agreement

· Equity Request Form

· Contract Of Sale

· Equity Disbursement Instructions
· Acceptance Information Sheet



	Policy Components
	TRANSFERRED HOMEOWNER

	RESOURCES/REQUIRED FORMS

	Home Marketing and Home Sale Assistance Program

 (Continued)


	(Home Marketing and Home Sale Assistance Continued from  page 9)
· Employee has 45 days to vacate the property once the WHR contract is executed.  Upon acceptance of the offer the employee will continue to be responsible for insurance, maintenance, and all payments related to the property until the vacate date.
An employee who successfully locates and closes with a third party buyer through the AVO program may be eligible for a Home Marketing Incentive Award of 2% of the sales price of the home not to exceed $8,000.  Employees whose homes are deemed special property transactions are not eligible for the home marketing incentive award, regardless of their ability to successfully close with a buyer through the program.

	

	Home Sale 

Direct Reimbursement
(Entitlement in Lieu of Home Sale Assistance)
· Employee will work directly with agent to market and sell property.
· Employee must attend closing.

· Employee must pay expenses out of pocket and file for reimbursement after closing.
· Not eligible for home marketing incentive award.
· Tax assistance is provided
	Must sell and close property within one (1) year from report date. Home must be the home that the employee commuted to and from work on a daily basis in order to be authorized for reimbursement.

Normal and customary closing costs, including normal and customary real estate commission, not exceed 10% of the sales price. Examples include:  legal and related fees; title company fees; transfer tax and mortgage prepayment penalty is reimbursed up to three (3) months interest, if customarily charged by the lender.

Reimbursement for Direct Reimbursement of Real Estate Expenses:

· Submit supporting documentation to PCS Travel Section via fax @ 512-460-5103 within 5 days of closing on home.
· Claim will be prepared, a 1012 created and forwarded to employee and AO for signature.
· PCS Travel Section will audit the expenses.  Any expense that is not reimbursable or if supporting information is not supplied, PCS Travel Section will suspend those items.
· The employee will have the opportunity to resubmit for reimbursement on suspended items that are authorized per the VA Travel Policy and FTR.

· PCS Travel Section will process the reimbursement to the employee.

PCS advances will offset any and all PCS vouchers until the advance is liquidated.
	RESOURCES:

· PCS Counselor
· Houston Loan Guaranty Office
· FTR Chapter 302-11
· Relocation Receipts Requirements Document
EMPLOYEE REQUIRED FORMS:
· 1012
· Expense Form
SUPPORTING DOCUMENTATION:
· HUD (settlement statement) signed
· Receipts for all paid outside of closing (POC) expenses not identified on HUD
· Copy of sales agreement


	Policy Components
	TRANSFERRED HOMEOWNER

	RESOURCES/REQUIRED FORMS

	Purchase of New Residence

(Entitlement)

· Employee must attend closing.

· Employee must pay expenses out of pocket and file for reimbursement after closing.
· Tax assistance provided on taxable but not on deductible expenses.
Loan origination fee up to 1% (not tax assisted)
	· Must purchase and close property within one (1) year from report date.  

· The new home must be the home that the employee commutes to and from work on a daily basis in order to be authorized for reimbursement.  
· Reimbursed normal and customary closing costs not to exceed 5% of new home purchase price (see FTR policy for details)

· If enrolled in the AVO program, Employee is required to use a Contractor referred realtor (if Employee opts to purchase in the destination area within 6 months of closing on the home in the origin location and will need an equity loan to close on the property).
Reimbursement for New Home Closing Costs:

· Submit supporting documentation to PCS Travel Section via fax @ 512-460-5103 within 5 days of closing on new home.

· Claim will be prepared, a 1012 created and forwarded to employee and AO for signature.
· PCS Travel Section will audit the expenses.  Any expense that is not reimbursable or if supporting information is not supplied, PCS Travel Section will suspend those items.
· The employee will have the opportunity to resubmit for reimbursement on suspended items that are authorized per the VA Travel Policy and FTR.

· PCS Travel Section will process the reimbursement to the employee.  PCS advances will offset any and all PCS vouchers until the advance is liquidated.
	RESOURCES:

· PCS Counselor
· Houston Loan Guaranty
· FTR Chapter 302-11
EMPLOYEE REQUIRED FORMS:
· 1012
· Expense Form
· HUD (settlement statement) signed
· Receipts for all paid outside of closing (POC) expenses not identified on HUD
· Copy of purchase agreement

	Shipment of Household Goods: 
(Entitlement)

Movement of household goods and personal effects belonging to the employee and immediate family members which may be transported from old to new location.

Shipment of goods is excludable and non taxable

1st 30 days storage excludable and not taxable

Storage beyond 30 days is tax assisted
	· Counseling and all arrangements provided by Relocation Management Worldwide (RMW) 

· Movement of Household Goods (HHG), packing, loading, unpacking, transporting of personal belongings.  It is recommended that items of high monetary or sentimental value be transported separately.  

· Storage of Household Goods up to 60 Days, approval can be granted for extensions up to 150 days.

· Storage beyond 60 days requires a memo with justification signed by the Approving Official.  

· Shipment of car is a discretionary benefit, & requires approval of the Approving Official.  Must be relocating 600 miles or more.   May be approved to ship 1 POV; 1 additional POV may be allowed if approved. 

· House Hold Goods weight is capped at 18,000lbs.  Any additional weight will be the employee’s expense.

Do It Yourself Move (DITY):

DITY moves are an option; however, a Bill of Lading method will be authorized.  
· The DITY move must be noted on the Travel Authority. 

· If a DITY move is done, the employee must submit all receipts and weight tickets; weight tickets must support empty and full weight of vehicle. The employee is encouraged to inform their PCS Counselor and discuss with RMW if they are considering a DITY move.  A cost comparison will be completed to ensure that the house hold goods are moved in the most advantageous mode for the government.
· If a DITY move is done, the employee will submit the Expense Form, all receipts and supporting documentation to PCS Travel Section via fax @ 512-460-5103 within 5 days of completing move. Claim will be prepared, a 1012 created and forwarded to employee and AO for signature.
· PCS Travel Section will audit the expenses and process reimbursement to employee.
	RESOURCES:

· RMW
· Bill Bardwell - VACO Transportation and Logistics Office
FORMS for DITY Move:

· 1012
· Expense Form
SUPPORTING DOCUMENTS:

· Gas Receipts

· Weight Tickets (truck empty and full)

· Packing Material Receipts

· UHAUL Rental Receipt




	Policy Components
	TRANSFERRED HOMEOWNER

	RESOURCES/REQUIRED FORMS

	Professional Books and Equipment

(Discretionary)


	· Provided by RMW (Relocation Management Worldwide).

· MUST be approved PRIOR to shipment of HHG’s.
· Gaining station must receive an official written request for approval with an itemized list (this is provided by the transferring employee). Authorizing Official must certify that the inventoried property is necessary for the performance of the employee’s professional duties and that VA would have to purchase like materials for the employees use if the items were not shipped as PBP&E
· Supervisor at the new duty location must assure items such as furniture, that do not qualify for PBP&E are not designated as PBP&E

· PBP&E may not be designated and separated from HHG after the shipment has been transported.

	RESOURCES:

· RMW
· Bill Bardwell – VACO Transportation and Logistics Office
· Approving Official

· FTR 302-7
FORMS:

Itemized list of PBP&E


	Tax Assistance 
Withholding Tax Allowance (WTA) 
(Employee choice)
Relocation Income Tax Assistance (RITA)
(Entitlement)
	Withholding Tax Allowance:

· An estimated partial payment (advance) of total RIT allowance designed to reimburse the employee for Federal tax withheld on each claim for taxable moving expenses.

· Will not offset Medicare, State, FICA.

· Employee must make an election to apply WTA or not by indicating on the SF1012 Yes or No.

· Taxable moving expenses, if submitted on a travel voucher include meals on enroute trip, applicable mileage, house hunting trip, temporary quarters, misc. moving expense, real estate (purchase and sale) and RIT. 

· WTA – employee is not obligated to accept.  

· WTA is subject to Medicare, State and FICA taxes where applicable.

RITA:

· Based on employees/joint earned income.  The purpose is to reimburse the employee for approximately all of the taxes for relocation reimbursement paid in the previous year. 
· RITA will be applied regardless of WTA selection.

· If you do not submit a RITA claim form, the WTA’s paid the previous year will be collected.
· The VA FSC annually publishes the RITA application to the following website: http://vaww.fscdirect.fsc.va.gov/FAS/rita.htm 

The reimbursement of taxes by the RITA is an approximate amount of the tax actually paid.
	RESOURCES:

· PCS Counselor
· Personal Accountant or Financial Advisor
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