Department of Veterans Affairs


PCS Expense Form Requirements for New Appointees
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 counselor to determine allowable reimbursements and applicable guidelines. 

Requirements

· Expense Form and all required receipts and/or documentation.  Fax expense form and documents to PCS Travel Section at 512-460-5103. Upon receipt of your package the PCS Travel Section will prepare a SF1012 and forward it to you for your signature.  Any individual expense exceeding $75 requires a receipt when submitting the expense for reimbursement, unless otherwise annotated.  

· Be certain to keep your contact information up to date.

· You must retain all receipts for expenses you intend to be reimbursed for whether or not receipts are required for submission.  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.  
· You are required to file expense reimbursement requests within 5 days of completing each phase of your relocation.
· Reimbursements are determined by Department of Veterans Affairs Policy and FTR 302 Relocation Allowances regulations. 

Outline

Please find enclosed information on:

· En route travel –  pages 2 – 3

· Do it yourself (DITY) move – page 4

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 (only authorized for the employee) is calculated using the current CONUS rate for lodging plus Meals and Incidental Expenses (MI&E).  Contact your counselor for the current rate.

· Per diem reimbursement is not authorized for dependents. 

· The first and last day of travel are based on 75% of the MI&E.  
· Mileage must be indicated on the expense form for each day of travel.  Excessive mileage and/or travel days must be explained on the voucher.  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 for reimbursement.
· 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.
Airfare

Airfare is only allowable if approved in advance by the Approving Official

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 866-431-3800. 

(Continued)

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:

· 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. 

· Baggage receipts

Lodging
Lodging is a reimbursable expense for the employee only (not dependents) 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 rates whenever available or select lodging establishments with comparable rates to avoid unnecessary expenses.

Employees are not reimbursed en route lodging expenses incurred at the old or new duty location or within the surrounding area.  While the obligation is based on number of days based on minimum driving mileage of 300 miles per day, the employee will be reimbursed based on actual days en route. 
Example:  Employee is authorized to travel 900 miles with 3 travel days and 2 days of lodging, meals and incidentals authorized on the 3036.  The employee travels 400 miles the first day and 500 miles the second day arriving at the new duty station on the second day.  The employee may only be reimbursed lodging, meals and incidentals for the first day, since the employee arrived at the new duty station on the second day and would no longer be in a travel status. 

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.











(Continued)
Meals

· Meals may be claimed based on the daily maximum for the employee and are reimbursed at a flat rate vs. actual meal cost per day.
· Dependents are not reimbursed for meal 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.

For Your Records

Please note the items for which you submitted expenses pertaining to En Route:

Lodging, submitted on


(date)

Meals, submitted on


(date)

Mileage, submitted on


(date)

Tolls, submitted on


(date)

Do It Yourself Move (DITY) 302-7
“DITY Move” will be noted in the comments section on your 3036 in order to be reimbursed for expenses incurred to ship your house hold goods on your own (not using RMW).
You are required to be counseled by RMW 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.  Pre-calculations are not acceptable.  
· Packing materials – must submit receipt for packing materials (tape, boxes, etc.)

· Gas – must provide all gas receipts
· Weight receipts empty and full truck
· Summary of all items moved
By definition an auto is not house hold goods.   Rental of car tow dolly/equipment is reimbursable if POV (privately owed vehicle) 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 expense 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 US Government to have a contracted van line ship the house hold goods (up to 18,000lbs).  











(Continued)
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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