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Employee Relocation Policy Guide
Permanent Change of Station for New Appointees

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.

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 4.

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
· SF 3881, ACH Vendor/Miscellaneous Payment Enrollment 
	POLICY COMPONENTS
	RESPONSIBILITIES
	RESOURCES/REQUIRED FORMS

	Eligibility
Must relocate to a duty station 50 miles or more from departure location.
	· New Hire

· Employed with the Federal Government for the first time.

· Returning to Government after a break in service.

· Assigned to Government upon student trainee completion of college work.

· Assigned to Government upon departing from DoD (uniformed) service. 
	RESOURCES:
· Department of Veterans Affairs (VA)
· FTR 302-3.1

	Travel Authorization
The travel authorization is valid for one (1) year from the employee’s report date.
	· Human Resources (HR):  

· Facilitate the initial paperwork to start the relocation process.  VA Form 5-3918 with service agreement will be initiated and completed electronically via the PCS Travel Portal.

· Employee: 

· Electronically sign the service agreement via the PCS Travel Portal.  Documentation  and contact information forwarded to FSC via the web based system.

· Complete and submit 3881 to provide banking information to FSC in order for the 3036 to be completed by PCS Travel Section.  The 3881 is a document to provide banking information specifically for relocation expenses and is separate from the employee’s payroll information for direct deposit.  

· PCS Travel Section:  
· Assign a Travel Authority number for the traveler and begin relocation process.

· Assign a counselor to counsel the employee on entitlements for the relocation per the FTR and VA policy for new appointees.

· Complete and facilitate approval of the 3036 by the Approving Official (AO) PCS Travel Section.

· AO:  Approve and sign the 3036 prior to incurring any expense for the relocation.  
	RESOURCES:
· Human Resources (HR)

· Approving Official (AO)

· PCS Counselor
· FTR 302-2
FORMS:

· 3918 – HR facilitates
· Service Agreement (Page 2 of 3918) – HR facilitates

· 3036 – PCS Counselor
· 3881 – Employee completes and submits to FSC per instructions on form

	Advance of Funds
	· Employee:  
· May request advance for enroute travel only. 
· Electronically signs the 1038 in the PCS Travel Portal.   Advance amount calculated by PCS Counselor.

· 1038 routed electronically to AO for signature.
· PCS Counselor:  Calculate the maximum advance amount and submits 1038 to employee via the PCS Travel Portal.  Advance may be approved up to 75 percent of estimated expenses.

· AO:
· Approve and sign 1038 via the PCS Travel Portal.

· Fax approved 1038 to FSC for payment.

· PCS Travel Section:  Advance funds to employee for enroute travel.  Payment made within 7 business days from receipt of completed1038.  Offset advance against any and all PCS vouchers until the advance is liquidated.
	RESOURCES:

· PCS Counselor
· Approving Official

· FSC

· FTR 302-2.20
FORMS:

· 1038 – PCS Counselor facilitates



	POLICY COMPONENTS
	RESPONSIBILITIES
	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.  Per diem is not authorized for dependants.


	Employee:  
· Expected to drive 1 POV.

· Mileage reimbursement is at a rate of $.230 per mile effective 1/1/2015.
· 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 $.230 per mile. 
· Required to travel an average of 300 miles per day using the most direct route.

· Allowed per diem for employee including actual meals and lodging per current CONUS rate:                      Per diem based on actual travel days, not the number of days authorized on 3036.
· Reimbursed 75 percent of meals first and last day of travel.

· Not reimbursed for lodging, meals and incidentals if in the corporate limits of new duty station.
· May request air transportation as exception, approval required by AO, request made by PCS Counselor. 

· Use Receipt Requirements Document to complete Expense Report.  Fax Expense Report to FSC after completion of enroute travel.  FSC fax number is (512) 460-5103.

· PCS Counselor:

· Counsel employee on Enroute Travel entitlement. 
· Complete 3036 based on information obtained from employee during counseling call, forward 3036 to AO for approval and to FSC for funding.
· AO:

· Approve and sign 3036 and 1012.   
· Fax approved claim to FSC for payment to employee.  
· PCS Travel Section:
· Assist employee in completing Expense Report.
· Prepare travel claim and 1012 – submit to traveler to sign.
· Submit 1012 and Expense Report to AO for approval.
· Audit claim and process payment to employee for approved expenses.
	RESOURCES:

· PCS Counselor
· Approving Official
· PCS Travel Section
· FTR Chapter 302-4
· Receipts Requirements Document
FORMS:
· 3036 – PCS Counselor facilitates
· 1012 - Employee completes, and Approving official signs
· If family traveled with employee, state in block 12 of 1012
· If separate travel authorized, submit a separate 1012 for employee and for dependants at the completion of each travel episode
SUPPORTING DOCUMENTATION REQUIRED FROM EMPLOYEE:
· Mileage
· Airline ticket if flight authorized (itemized receipt)
· All itemized and paid in full lodging receipts


	POLICY COMPONENTS
	RESPONSIBILITIES
	RESOURCES/REQUIRED FORMS

	Shipment of Household Goods:
(Entitlement) 

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

Reimbursement for shipment of HHG is limited to 18,000 lbs.
Shipment of goods is excludable and nontaxable.

1st 30 days storage is excludable and not taxable.


	· Relocation Management Worldwide (RMW): Company contracted by VA to provide shipment and storage of HHG services.

· Counsel employee on shipment and storage of HHG.

· Responsible for movement of HHG, packing, loading, unpacking, and transporting of personal belongings. 
· Store HHG up to 60 days.  Extension can be approved up to 150 days.

· Issue invoice for the shipment and storage of HHG directly to the FSC for payment.

· AO:

· Approve memo for extension of HHG storage beyond 60 days when provided justification.  
· Approve shipment of car as a discretionary benefit.  
· VACO Transportation and Logistics Office:  Responsible VA office providing oversight for shipment and storage of HHG.
Do It Yourself Move (DITY):                                                                                                                                                                                                           

· Employee:

· Responsible for keeping all receipts and weight tickets.  Weight tickets must be provided reflecting both empty and full weight of vehicle.   
· Use Receipt Requirements Document to complete Expense Report.  Fax Expense Report to FSC after completion of enroute travel.  FSC fax number is (512) 460-5103.
· RMW Counselor:

· Counsel employee on requirements of a DITY move.
· PCS Counselor:

· Complete cost comparison between costs of RMW shipping and storing HHG versus employee shipping and storing HHG.  Must be cost advantageous to the Government.
· Complete 3036 identifying DITY move. 
· Forward 3036 to AO for approval.
· AO:

· Approve and sign 3036 noting DITY move. 
· Approve and sign 1012. 
· Fax approved claim to FSC for payment to employee.  
· PCS Travel Section:

· Assist employee in completing Expense Report, prepare claim and 1012 for traveler’s signature.
· Submit 1012 and Expense Report to AO for approval.
· Audit claim and process payment for approved expenses to employee. 
	RESOURCES:

· RMW
· AO
· Bill Bardwell – VACO Transportation and Logistics Office
FORMS REQUIRED FOR DITY MOVE

· 1012 – Employee completes and AO signs
SUPPORTING DOCUMENTATION REQUIRED FROM EMPLOYEE:
· Gas Receipts
· Weight Tickets (truck empty and full)
· Packing Material Receipts
· UHAUL Rental Receipt


	POLICY COMPONENTS
	RESPONSIBILITIES
	RESOURCES/REQUIRED FORMS

	Professional Books, Papers, and Equipment (PBP&E)

(Discretionary)
	· Employee:

· Must be approved for shipment of PBP&E prior to shipment of HHG.
· Responsible for itemizing PBP&E.
· Submits written request for approval for shipping PBP&E with itemized list to the AO.
· Relocation Management Worldwide (RMW): 

· Counsels employee on shipment of PBP&E.
· Schedules shipment of PBP&E.

· AO:

· 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.
· Furniture and like items are not classified as PBP&E.

· Approve shipment of PBP&E. 
· VACO Transportation and Logistics Office:  Responsible VA office providing oversight for shipment of PBP&E.
	RESOURCES:

· RMW
· AO
· Bill Bardwell - VACO Transportation and Logistics Office
· FTR 302-7
SUPPORTING DOCUMENTATION REQUIRED FROM EMPLOYEE:
· Itemized list of PBP&E
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