FEXPENSE FORM INSTRUCTIONS
The expense form is a tool for the traveler to relay his actual travel that occurred for the move and claim any expenses that he may have been  incurred.  The traveler is provided with this form and a Relocation Receipt Requirements document after the initial counseling.  The expense form and all required receipts are to be faxed to the VA Financial Service Center PCS Team at 512-460-5103.  If the expense form is not complete and receipts are missing, the processing of the claim will be delayed until all corrective action has been made.
I.  The top of the form gives the general information that relates to you the traveler.  Instructions how to complete first section:
· Employee Name – Enter your name in this space.
· If questions on claim, contact me at # - Enter your current contact number.
· Date – Enter the date you are completing the form.

· Last Voucher - Is the form the last voucher – Answer N if you will have any additional claims in the future; answer Y if this will be the last claim which completes your PCS move expenses.

· Travel Authority Number – Enter travel authority number located on page 2 block 15 of your Travel Authority. 

· Old duty station – Enter the location of the old station or area you are leaving to report to your new job.

· New duty station – Enter the location of the new station or area you are reporting to for your new job.

· Codes - A list of codes that will be used on the form - no action required at this area

· Mileage rate - current mileage rate – no action required at this area
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II. The second section of the form is for the en route trip.  The traveler needs to complete the form.

En Route Travel - Below is an example for an en route trip with all family members traveling together by privately owned vehicle (POV).   If your family members travel by POV at a different date, then an itinerary will need to be done for that trip separately.
· Who is traveling? – Enter the family members traveling en route together.
· Entire trip performed in one day.  Did trip take more than 12 hours to perform? - Enter yes if you completed your en route trip from the old station to the new station in one day and it took more than 12 hours.  Enter no if the entire one day trip from the old station to the new station was performed in 12 hours or less.  If the entire trip from the old station to the new station took more than one day, leave blank.
· Date, Depart – Enter the departure date for the en route travel.

· Location and explanation of expenditures – Enter the location of the old station or the area you are departing from.

· # of Persons – Enter the total number of family member making this trip (only need to annotate in the first blank of the column).

· # of POV Miles – For the first block under this column an amount will not be entered because you have not traveled any miles at this point. 
· Lodging – For the first block under this column an amount will not be entered because you have not incurred any lodging cost at this point.

· Miscellaneous Travel Costs – Enter any miscellaneous cost you may have for this trip; first enter the code (use the table from the top of the form to find the correct code) and enter the expense amount.   
                                                                                                                         [image: image2.wmf]A - Auto Rental/Fuel

E -  Airport Parking

B - Carfare/Taxi

F - Coin Op Laundry

C - Dry Cleaning

G - Utilities

D - Tolls

All codes must be indicated

CODES (subject to eligibility)


· Date, Arrival – Enter the arrival date when you stopped for overnight lodging.

· Location and explanation of expenditures – Enter the location where you stopped for overnight lodging (whether it was commercial, friends or relatives, or a road side park).  If you stay with friends or relatives, please indicate in this block so our office can determine why no lodging cost was incurred.

· # of POV Miles – Enter the number of miles traveled for the day.

· Lodging – Enter the amount of lodging cost incurred for that night.  Ensure that all “paid in full” lodging receipt is faxed with this form (required).
· Date, Depart – Enter the following day as the date of departure.  If you happen to stay in the same area for several days, then enter the date you departed the area.  You will only be paid per diem for the one day in that area.  The other days will be not be considered travel days and per diem will not be paid.

· Location and explanation of expenditures – Enter the location you are departing from.

· Date, Arrival – Continue filling out the form as explained above until you arrive at the new station location.  Once you arrive at the new station that will be your last line for the itinerary. 

En route trip Family traveling together by POV:
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2nd example is en route travel and family travels at two different dates.  One itinerary is done for the employee and son traveled that travel together by POV.  A second itinerary is done for the spouse and daughter who traveled to the new station two months later.

En route trip Employee and son travel by POV: 
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En route trip Spouse and daughter travel by POV (no per diem allowed for dependents – only the employee is entitled to per diem): 
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3rd example is en route travel performed by airfare.

· Who is traveling? – Enter the family members traveling en route together.

· Entire trip performed in one day. Did trip take more than 12 hours to perform? – Enter yes if you completed your en route trip from the old station to the new station in one day and it took more than 12 hours.  Enter no if the entire one day trip from the old station to the new station was performed in 12 hours or less.  If the entire trip from the old station to the new station took more than one day, leave blank.
· Location and explanation of expenditures – Enter the location of the old station or the area you are departing from.

· Date, Depart - Enter the departure date for the en route travel.

· # of Persons – Enter the total number of family member making this trip (only need to annotate in the first block of the column).

· # of POV Miles – If a POV was used to get to the airport, enter the number of miles to the airport since the family is traveling by air.  If a POV was not used, leave the block blank. 
· Airfare – Enter the amount for the total cost of the airfare for all family members that traveled on this date.  Ensure that receipts are provided for this expense when faxing this form (required).
· Lodging – Leave blank, no lodging cost would be involved if traveling by air.
· Miscellaneous Travel Costs – Enter any miscellaneous expense you may have for this trip; first enter the code (use the table from the top of the form to find the correct code) and enter the expense amount.  Example shows a taxi to the airport at the old station and a taxi from the airport to temporary lodging.  Receipts are required for any expenses over $75.00.
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CODES (subject to eligibility)

All codes must be indicated


· Date, Arrival – Enter the arrival date at the new station.

· Location and explanation of expenditures – Enter the location of the new station or area.
· # of POV Miles – If a POV was used as transportation from the airport to temporary lodging or new home, enter the number of miles from the airport to the temporary lodging or new home.  If a POV was not used, leave the block blank.
En route trip Family travel together by airfare (trip was done in one day in less than 12 hours): 
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The last block provided is for your signature.  Sign and date the form to certify that the expenses are true and accurate.

[image: image8.wmf]Employee's Signature

Today's Date

I hereby certify that the above is a true and accurate accounting of my relocation 

expenses in accordance with my Relocation Policy and the Federal Travel 


Date:  1/1/2012





Last Voucher? N





A - Auto Rental/Fuel





E -  Airport Parking





B - Carfare/Taxi





F - Coin Op Laundry





Mileage rate: 





C - Dry Cleaning





G - Utilities





 $.230 - enroute





D - Tolls





New Duty Station:  Albuquerque NM





If questions on claim, contact me at #: 123-123-1234





All codes must be indicated





Old Duty Station:  Austin TX





Travel Authority Number:  101tXXXXX





CODES (subject to eligibility)





FAX TO FINANCIAL SERVICE CENTER PCS TEAM AT 512-460-5103 WITH ALL APPLICABLE RECEIPTS





Employee Name: John Smith





EN ROUTE TRIP   





# of





Lodging





Miscellaneous Travel Costs





Persons





# of POV Miles





Airfare





(tax included)





Code





Amount





Depart:12/12/2011





4





D





3.00





Arrive:12/12/2011





339





110.35





Depart:12/13/2011





Arrive:12/13/2011





220





115.75





Depart:12/14/2011





Arrive:12/14/2011





202





Depart:





Arrive:





Depart:





Arrive:





Depart:





Arrive:





Depart:





Arrive:





Depart:





Arrive:





-





$                              





 





-





$                             





 





-





$                 





 





Entire trip performed in one day.  Did trip take more than 12 hours to perform? 





Roswell NM 





Fort Stockton TX





Fort Stockton TX





TOTALS





Albuquerque NM





Roswell NM 





Transportation





Location and explanation of expenditures





Date





Who is traveling? (Type in Names of Family Members): John Smith,  Jane, Susie and John Jr.





Austin TX





EN ROUTE TRIP   





# of





Lodging





Miscellaneous Travel Costs





Persons





# of POV Miles





Airfare





(tax included)





Code





Amount





Depart:12/12/2011





1





D





3.00





Arrive:12/12/2011





339





110.35





Depart:12/13/2011





Arrive:12/13/2011





220





115.75





Depart:12/14/2011





Arrive:12/14/2011





202





Depart:





Arrive:





Depart:





Arrive:





Depart:





Arrive:





Depart:





Arrive:





Depart:





Arrive:





-





$                              





 





-





$                             





 





-





$                 





 





Entire trip performed in one day.  Did trip take more than 12 hours to perform? 





Roswell NM 





Fort Stockton TX





Fort Stockton TX





TOTALS





Albuquerque NM





Roswell NM 





Transportation





Location and explanation of expenditures





Date





Who is traveling? (Type in Names of Family Members):   Jane Smith John Jr.





Austin TX





EN ROUTE TRIP   





# of





Lodging





Miscellaneous Travel Costs





Persons





# of POV Miles





Airfare





(tax included)





Code





Amount





Depart:12/12/2011





1





D





3.00





Arrive:12/12/2011





339











Depart:12/13/2011





Arrive:12/13/2011





220











Depart:12/14/2011





Arrive:12/14/2011





202





Depart:





Arrive:





Depart:





Arrive:





Depart:





Arrive:





Depart:





Arrive:





Depart:





Arrive:





-





$                              





 





-





$                             





 





-





$                 





 





Entire trip performed in one day.  Did trip take more than 12 hours to perform? 





Roswell NM 





Fort Stockton TX





Fort Stockton TX





TOTALS





Albuquerque NM





Roswell NM 





Transportation





Location and explanation of expenditures





Date





Who is traveling? (Type in Names of Family Members):   Jane Smith John Jr.





Austin TX





EN ROUTE TRIP   





# of





Lodging





Miscellaneous Travel Costs





Persons





# of POV Miles





Airfare





(tax included)





Code





Amount





Depart:12/12/2011





4





940.00





B





35.00





Arrive:12/12/2011





B





47.00





Depart:





Arrive:





Depart:





Arrive:





Depart:





Arrive:





Depart:





Arrive:





Depart:





Arrive:





Depart:





Arrive:





Depart:





Arrive:





-





$                              





 





-





$                             





 





-





$                 





 





Date





Who is traveling? (Type in Names of Family Members): John Smith, Jane, Susie, John Jr.





Austin TX





Transportation





Location and explanation of expenditures





Albuquerque NM





TOTALS





Entire trip performed in one day.  Did trip take more than 12 hours to perform? No
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