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REGISTRATION PROCESS

Registration is generally the attendees’ in-
troduction to the conference. Give it special
attention by:

® Using directional signs.

® Placing especially attractive or impor-
tant exhibits nearby.

® Planning for late arrivals.

® Using state-of-the-art processing.

® Checking out the registration capabili-
ties of using GSA’s electronic SmartPay
System.

® Providing for handicapped attendees.

CONFERENCE INFORMATION PACKAGE

Each registrant should be given a con-
ference information package. Used regularly
during the conference, the conference infor-
mation package should be accurate, bene-
ficial, and reflect detailed information on a
daily/hourly basis. If time allows, you may
want to finalize the package and send it to
the printer at least 4 weeks in advance of the
starting date. The program will be widely
used, so you may want to print twice as
many copies of the program as you have ex-
pected attendees. The information package,
for example, may contain:

A list of everything in the package.

A “welcome”’ letter.

A schedule.

Workshop agendas.

Discussion of exhibits.

Panelists’ information.

Photos and biographies of speakers/spe-
cial guests.

® Facility layout and list of services avail-
able.

Identify designated smoking areas.
Special events.

Message center information.

Area map.

Other pertinent material.

NOTE: Use of agency seal and conference
logo may be considered for the conference
package. However, the decision to use such
items is strictly the judgment of agency offi-
cials.

MISCELLANEOUS

Suggested Room Coordination

Plan ahead to setup:

e Staff room to handle core of activities;

e Meal functions;

® Exhibit rooms, and

® Meeting rooms—

Theatre or auditorium for lectures; Facing
speaker when note taking is important;
Square or U-shaped style for discussion/
interaction; and Banquet or roundtable for
discussion.

Ch. 301, App. E

Keeping in Touch

Plan for:

® A message center to be set up in a cen-
tral location for special announcements and
telephone messages.

® How to reach whomever at all times—use
beepers and walkie-talkies.

® Clear identification of conference staff.

® Accommodation of physically impaired
attendees with sign language or other special
needs.

Mementos

Appropriations are not available to pur-
chase memento items for distribution to con-
ference attendees as a remembrance of an
event. Two notable exceptions to the me-
mento or gift prohibition are under training
and awards. Work closely with appropriate
agency officials to make final determina-
tions.

RESOURCES

The following resources may be of assist-
ance in planning a conference:

® An agency contracting officer;

® Travel Management Centers;

® Interagency Travel Management Com-
mittee members (a forum of agency travel
policy managers—for member identification,
contact your agency’s administrative or fi-
nancial office);

® State Chambers of Commerce or Visitors
Bureaus;

® Local chapters of the Society of Govern-
ment Meeting Professionals; and

® Private industry conference planners.

CONCLUSION

Process:

® Questionnaires, which may provide in-
valuable feedback about the success of your
conference.

® Training certificates.

e Thank you notes to participants, facility
personnel, speakers, printers, photographers,
and other special contributors.

® Summary to acknowledge the accom-
plishments, and to convey the information
discussed to a wider audience, may be an ex-
cellent promotional tool.

NOTE TO APPENDIX E: Use of pronouns
“we”’, ““you’’, and their variants throughout
this appendix refers to the agency.

[FTR Amdt. 89, 65 FR 1329, Jan. 10, 2000, as
amended by FTR Amdt. 2010-06, 75 FR 67631,
Nov. 3, 2010; FTR Amdt. 2010-07, 75 FR 72968,
Nov. 29, 2010]
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SUBCHAPTER A—INTRODUCTION

PART 302-1—GENERAL RULES

Subpart A—Applicability

Sec.

302-1.1 Who is eligible for relocation ex-
pense allowances under this chapter?
302-1.2 Who is not eligible for relocation ex-
pense allowances under this chapter?

Subpart B—Requirement to Report Agency
Data for Employee Relocation

302-1.100 What is a comprehensive, auto-
mated relocation management system?

302-1.101 What actions are agencies ex-
pected to take concerning the com-
prehensive, automated relocation man-
agement system?

302-1.102 Are agencies required to report
their employee relocation activities to
GSA?

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a).

SOURCE: FTR Amdt. 98, 66 FR 58196, Nov.
20, 2001, unless otherwise noted.

Subpart A—Applicability

NOTE TO SUBPART A: Use of pronouns ““I”,
“you’, and their variants throughout this
subpart refers to the employee.

§302-1.1 Who is eligible for relocation
expense allowances under this
chapter?

You are generally eligible for reloca-
tion expense allowances under this
chapter if you are:

(@) A new appointee appointed to
your first official station (as discussed
in this chapter);

(b) An employee transferring in the
interest of the Government from one
agency or duty station to another for
permanent duty, and your new duty
station is at least 50 miles distant from
your old duty station (see §302-2.6 of
this chapter);

(c) An employee of the United States
Postal Service transferred for perma-
nent duty, under 39 U.S.C. 1006, from
the Postal Service to an agency as de-
fined in 5 U.S.C. 5721;

(d) An employee performing travel in
accordance with your overseas tour re-
newal agreement (see  §§302-3.209
through 302-3.224 of this Chapter);

(e) An employee returning to his/her
place of residence after completion of a
prescribed tour of duty for the purposes
of separation from Government service
or separation from the overseas assign-
ment for reassignment to the same or
different Government agency.

(f) A student trainee assigned to any
position upon completion of college
work;

(g) An employee eligible for a “‘last
move home’ benefit upon separation
from the Government (and your imme-
diate family in the event of your death
prior to separation or after separation
but prior to relocating);

(h) A Department of Defense overseas
dependents school system teacher;

(i) A career appointee to the Senior
Executive Service (SES) as defined in 5
U.S.C. 3132(a)(4), and a prior SES ap-
pointee who is returning to your offi-
cial residence for separation and who
will be retaining SES retirement bene-
fits; or

() An employee that is being as-
signed to a temporary duty station in
connection with long-term assignment.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as
amended by FTR Amdt. 108, 67 FR 57968,
Sept. 13, 2002; FTR Amdt. 2010-07, 75 FR 72968,
Nov. 29, 2010]

§302-1.2 Who is not eligible for reloca-
tion expense allowances under this
chapter?

You are not eligible to receive relo-
cation expense allowances under this
chapter if you are:

(a) A Foreign Service Officer or a
Federal employee transferred under the
rules of the Foreign Service Act of 1980,
as amended,;

(b) An officer or an employee trans-
ferred under the Central Intelligence
Act of 1949, as amended;

(c) A person whose pay and allow-
ances are prescribed under title 37
U.S.C., “Pay and Allowances of the
Uniformed Services”

(d) An employee of the Department of
Veterans Affairs (VA) to whom 38
U.S.C. 235 applies; or
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§302-1.100

(e) A person not covered in §302-1.1.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as
amended by FTR Amdt. 108, 67 FR 57968,
Sept. 13, 2002]

Subpart B—Requirement to Report
Agency Data for Employee
Relocation

SOURCE: FTR Amdt. 2011-01, 76 FR 18335,
Apr. 1, 2011, unless otherwise noted.

EFFeCTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18335, Apr. 1, 2011, subpart B, con-
sisting of §§302-1.100 through 302-1.102, was
added to part 302-1, effective Aug. 1, 2011.

§302-1.100 What is a comprehensive,
automated relocation management
system?

A comprehensive, automated reloca-
tion management system is a system
that integrates into a single, electronic
environment, information related to
all aspects of employee relocation, in-
cluding these and similar items:

(a) Authorizations;

(b) Reimbursements to employees
and service providers;

(c) Househunting trips;

(d) Travel to the new permanent duty
station;

(e) Temporary quarters;

(f) Transportation and storage of
property;

(g) Residence transactions;

(h) Use of relocation services compa-
nies;

(i) Property management services;

(J) Miscellaneous expenses;

(k) Relocation income taxes and al-
lowances;

() Appropriate electronic connec-
tions to agency payment and finance
processes for all of the above; and

(m) Standard and unique reports for
use by agency relocation managers,
agency executives, GSA, and others as
needed.

§302-1.101 What actions are agencies
expected to take concerning the
comprehensive, automated reloca-
tion management system?

Agencies should work toward uni-
fying all aspects of relocation into a
comprehensive, automated relocation
management system.

41 CFR Ch. 302 (7-1-11 Edition)

§302-1.102 Are agencies required to
report their employee relocation ac-
tivities to GSA?

Yes, every agency that spends more
than $5 million a year on travel and
transportation payments, including re-
location, during the fiscal year imme-
diately preceding the survey year,
must annually report their employee
relocation activities to GSA. GSA
works with the agencies to develop and
refine the data elements, report for-
mat, and due dates for these reports.
GSA publishes these specific require-
ments in a series of FTR Bulletins.

PART 302-2—EMPLOYEES
ELIGIBILITY REQUIREMENTS

Subpart A—General Rules

Sec.

302-2.1 When may | begin my transfer or re-
assignment?

302-2.2 May | relocate to my new official
station before | receive a written travel
authorization (TA)?

302-2.3 What determines my entitlements
and allowances for relocation?

301-2.4 What is my effective transfer or ap-
pointment date?

302-2.5 May | relocate from a location other
than the location specified in my reloca-
tion travel authorization?

302-2.6 May | be reimbursed for relocation
expenses if | relocate to a new official
station that is less than 50 miles from
my old official station?

TIME LIMITS

302-2.7 When may | begin my travel and
transportation after receiving authoriza-
tion to do so?

302-2.8 When must | complete all aspects of
my relocation?

302-2.9 If I am furloughed to perform active
military duty, will I have to complete all
aspects of the relocation within the time
limitation?

302-2.10 Does the 2-year time period in §302—
2.8 include time that | cannot travel and/
or transport my household effects due to
shipping restrictions to or from my post
of duty OCONUS?

302-2.11 May the 2-year time limitation for
completing all aspects of a relocation be
extended?

SERVICE AGREEMENTS AND DISCLOSURE
STATEMENTS

302-2.12 What is a service agreement?
302-2.13 Am | required to sign a service
agreement when transferring within or
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outside the continental United States or
performing renewal agreement travel and
what is the minimum period of service?

302-2.14 Will | be penalized for violation of
my service agreement?

302-2.15 Must | provide my agency with my
actual place of residence as soon as | ac-
cept a transfer/appointment OCONUS?

302-2.16 Must | sign a service agreement for
a “‘last move home” relocation?

302-2.17 What happens if | fail to sign a
service agreement?

302-2.18 Can my service agreement be void-
ed by a subsequent service agreement?
302-2.19 If I have more than one service
agreement, must | adhere to each agree-

ment separately?

ADVANCEMENT OF FUNDS

302-2.20 May | receive an advance of funds
for my travel and transportation ex-
penses?

302-2.21 What requirements must | meet to
receive a travel advance?

302-2.22 May | receive a travel advance for
separation relocation?

Subpart B—Agency Responsibilities

302-2.100 What internal policies must we es-
tablish before authorizing a relocation
allowance?

302-2.101 When may we authorize reimburse-
ment for relocation expenses?

302-2.102 Who must authorize and approve
relocation expenses?

302-2.103 How must we administer the au-
thorization for relocation of an em-
ployee?

302-2.104 What information must we provide
on the TA?

302-2.105 When an employee transfers be-
tween Federal agencies, who is respon-
sible for paying the employee’s reloca-
tion expenses?

302-2.106 May we waive statutory or regu-
latory limitations relating to relocation
allowances for employees relocating to/
from remote or isolated locations?

TIME LIMITS

302-2.110 Are there time factors that we
must consider for allowing an employee
to complete all aspects of relocation?

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a).

SOURCE: FTR Amdt. 98, 66 FR 58196, Nov.
20, 2001, unless otherwise noted.

Subpart A—General Rules

NOTE TO SUBPART A: Use of pronouns “I”,
“you’, and their variants throughout this
subpart refers to the employee.

§302-2.6

§302-2.1 When may I begin my trans-
fer or reassignment?

You may begin your transfer or reas-
signment only after your agency has
approved your travel authorization
(TA) in writing (paper or electronic).

§302-2.2 May I relocate to my new of-
ficial station before I receive a writ-
ten travel authorization (TA)?

No, you must have the written TA
(paper or electronic) before you relo-
cate to your new official station.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as
amended by FTR Amdt. 2010-07, 75 FR 72968,
Nov. 29, 2010]

§302-2.3 What determines my entitle-
ments and allowances for reloca-
tion?

Your entitlements and allowances for
relocation are determined by the regu-
latory provisions that are in effect at
the time you report for duty at your
new official station. However, this does
not change the requirement that all as-
pects of a relocation must be com-
pleted by the time specified in §§302-2.7
through 30-2.11.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as
amended by FTR Amdt. 108, 67 FR 57968,
Sept. 13, 2002]

§302-2.4 What is my effective transfer
or appointment date?

Your effective transfer or appoint-
ment date is the date on which you re-
port for duty at your new or first offi-
cial station, respectively.

§302-2.5 May I relocate from a loca-
tion other than the location speci-
fied in my relocation travel author-
ization?

Yes, you may relocate from a place
other than from where you are author-
ized. However, you will be required to
pay all additional costs incurred for ex-
penses above your authorized travel
and transportation cost.

§302-2.6 May I be reimbursed for relo-
cation expenses if I relocate to a
new official station that is less than
50 miles from my old official sta-
tion?

Generally no; you may not be reim-
bursed for relocation expenses if you
relocate to a new official station that
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§302-2.6, Nt.

is less than 50 miles from your old offi-
cial station, unless the head of the
agency or designee authorizes an ex-
ception. On a case-by-case basis and
having considered the following cri-
teria, the head of your agency or des-
ignee may authorize the reimburse-
ment of relocation expenses of less
than 50 miles when he/she determines
that it is in the interest of the Govern-
ment: and

(a) The one way commuting pattern
between the old and new official sta-
tion increases by at least 10 miles but
no more than 50 miles; or

(b) There is an increase in the com-
muting time to the new official sta-
tion; or

(c) A financial hardship is imposed
due to increased commuting costs.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18336, Apr. 1, 2011, §302-2.6 was re-
vised, effective Aug. 1, 2011. For the conven-
ience of the user, the revised text is set forth
as follows:

§302-2.6 May I be reimbursed for relocation
expenses if I relocate to a new official
station that does not meet the 50-mile dis-
tance test?

Generally no; you may not be reimbursed
for relocation expenses if you relocate to a
new official station that does not meet the
50-mile distance test.

(a) The distance test is met when the new
official station is at least 50 miles further
from the employee’s current residence than
the old official station is from the same resi-
dence. For example, if the old official station
is 3 miles from the current residence, then
the new official station must be at least 53
miles from that same residence in order to
receive relocation expenses for residence
transactions. The distance between the offi-
cial station and residence is the shortest of
the commonly traveled routes between them.
The distance test does not take into consid-
eration the location of a new residence. This
follows the distance guidelines found in In-
ternal Revenue Service Publication 521, Moving
Expenses.

(b) The head of your agency or designee
may authorize an exception to the 50-mile
threshold on a case-by-case basis when he/
she determines that it is in the best interest
of the Government. However, the agency
cannot waive the applicability of the IRC;
that is, all reimbursed expenses would be
taxable income to you, and the agency would
have to reimburse those taxes.

(c) Any relocation must be incidental to
the transfer and not for the convenience of
the employee.

41 CFR Ch. 302 (7-1-11 Edition)

TIME LIMITS

§302-2.7 When may I begin my travel
and transportation after receiving
authorization to do so?

You and your immediate family
member(s) may begin travel imme-
diately upon receipt of your authorized
TA.

§302-2.8 When must I complete all as-
pects my relocation?

You and your immediate family
member(s) must complete all aspects of
your relocation within two years from
the effective date of your transfer or
appointment, except as provided in
§302-2.9 or §302-2.10.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18336, Apr. 1, 2011, §302-2.8 was
amended by removing the words ‘“two years”’
and adding the words “‘one year” in its place,
effective Aug. 1, 2011.

§302-2.9 If I am furloughed to perform
active military duty, will I have to
complete all aspects of the reloca-
tion within the time limitation?

No, if you are furloughed to perform
active military duty, the 2-year period
to complete all aspects of relocation is
exclusive of time spent on furlough for
active military service.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18336, Apr. 1, 2011, §302-2.9 was
amended by removing ‘‘2-year’” and adding
“l-year” in its place, effective Aug. 1, 2011.

§302-2.10 Does the 2-year time period
in §302-2.8 include time that I can-
not travel and/or transport my
household effects due to shipping
restrictions to or from my post of
duty OCONUS?

No, the 2-year time period in §302-2.8
does not include time that you cannot
travel and/or transport your household
effects due to shipping restriction to or
from your post of duty OCONUS.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18336, Apr. 1, 2011, §302-2.10 was
amended by removing ‘‘2-year’ in both the
heading and the text and adding ‘‘1-year’ in
its place, effective Aug. 1, 2011.

§302-2.11 May the 2-year time limita-
tion for completing all aspects of a
relocation be extended?

Yes, the 2-year time limitation for
completing all aspects of a relocation
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may be extended by your Agency for up
to 2 additional years, but only if you
have received an extension under §302-
11.22.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18336, Apr. 1, 2011, §302-2.11 was
amended by removing ‘2-year’ in both the
heading and the text and adding ‘‘1-year’ in
its place and by removing ‘2 additional
years’ and adding the words ‘“‘one additional
year” in its place, effective Aug. 1, 2011.

SERVICE AGREEMENTS AND DISCLOSURE
STATEMENT

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18336, Apr. 1, 2011, the undesignated
center heading appearing immediately before
§302-2.12 was revised, effective Aug. 1, 2011.
For the convenience of the user, the revised
text is set forth as follows:

SERVICE AGREEMENT AND DISCLOSURE
STATEMENT

§302-2.12 What
ment?

is a service agree-

A service agreement is a written
agreement between you and your agen-
cy, signed by you and an agency rep-
resentative, stating that you will re-
main in the service of the Government
for a period of time as specified in §302-
2.13, after you have relocated.

EFFeCTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18336, Apr. 1, 2011, §302-2.12 was
amended by adding a sentence at the end of
the paragraph, effective Aug. 1, 2011. For the
convenience of the user, the added text is set
forth as follows:

§302-2.12 What is a service agreement?

* * * A service agreement must also in-
clude the duplicate reimbursement disclo-
sure statement specified in §§302-2.20, 302-
2.21, and 302-2.100(g).

§302-2.13 Am I required to sign a serv-
ice agreement when transferring
within or outside the continental
United States or performing re-
newal agreement travel and what is
the minimum period of service?

Yes, you are required to sign a serv-
ice agreement when transferring with-
in or outside the continental United
States or performing renewal agree-
ment travel. The minimum periods of
service are:

(a) Within the continental United
States for a period of service of not less

§302-2.17

than 12 months following the effective
date of your transfer;

(b) Outside the continental United
States for an agreed upon period of
service of not more than 36 months or
less than 12 months following the effec-
tive date of transfer;

(c) Department of Defense Overseas
Dependent School System teachers for
a period of not less than one school
year as determined under chapter 25 of
title 20, United States Code; and

(d) For renewal agreement travel a
period of not less than 12 months from
the date of return to the same or dif-
ferent overseas official station.

§302-2.14 Will I be penalized for viola-
tion of my service agreement?

Yes, if you violate a service agree-
ment (other than for reasons beyond
your control and which must be accept-
ed by your agency), you will have in-
curred a debt due to the Government
and you must reimburse all costs that
your agency has paid towards your re-
location expenses including with-
holding tax allowance (WTA) and relo-
cation income tax (RIT) allowance.

§302-2.15 Must I provide my agency
with my actual place of residence
as soon as I accept a transfer/ap-
pointment OCONUS?

Yes, if you accept a transfer/appoint-
ment to an OCONUS location, you
must immediately provide your agency
with the information needed to deter-
mine your actual place of residence
and to document it into your service
agreement.

§302-2.16 Must I sign a service agree-
ment for a “last move home” reloca-
tion?

No, you do not need to sign a service
agreement for a ‘“‘last move home” re-
location.

§302-2.17 What happens if I fail to
sign a service agreement?
If you fail to sign a service agree-
ment, your agency will not pay for
your relocation expenses.
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§302-2.18

§302-2.18 Can my service agreement
be voided by a subsequent service
agreement?

No, service agreements which are al-
ready in effect cannot be voided by sub-
sequent service agreements.

§302-2.19 If I have more than one
service agreement, must I adhere to
each agreement separately?

Yes, service agreements can not be
grouped together and must be adhered
to separately. Each agreement is in ef-
fect for the period specified in the
agreement.

ADVANCEMENT OF FUNDS

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18336, Apr. 1, 2011, the undesignated
center heading ‘‘Advancement of Funds’ was
moved to precede the newly designated §302-
2.22, effective Aug. 1, 2011.

§302-2.20 May I receive an advance of
funds for my travel and transpor-
tation expenses?

Yes, you may receive an advance of
funds for your travel and transpor-
tation expenses, as prescribed by your
agency, except for overseas tour re-
newal agreement travel.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18336, Apr. 1, 2011, §302-2.20 was re-
designated as §302-2.22 and a new §302-2.20
was added, effective Aug. 1, 2011. For the con-
venience of the user, the added text is set
forth as follows:

§302-2.20 What is a duplicate reimburse-
ment disclosure statement?

A duplicate reimbursement disclosure
statement is a written statement signed by
you and submitted to your agency. It states
that you and/or your immediate family have
not accepted, and will not accept, duplicate
reimbursement for relocation expenses. Fur-
thermore, it states that, to the best of your
knowledge, no third party has accepted du-
plicate reimbursement for your relocation
expenses. The duplicate reimbursement dis-
closure statement must be incorporated into
your service agreement.

§302-2.21 What requirements must I
meet to receive a travel advance?
Your relocation travel authorization
must authorize you to receive a travel
advance.
EFFECTIVE DATE NOTE: By FTR Amdt. 2011~

01, 76 FR 18336, Apr. 1, 2011, §302-2.21 was re-
designated as §302-2.23 and a new §302-2.21

41 CFR Ch. 302 (7-1-11 Edition)

was added, effective Aug. 1, 2011. For the con-
venience of the user, the added text is set
forth as follows:

§302-2.21 Must I sign a duplicate reim-
bursement disclosure statement?

Yes, you must sign a duplicate reimburse-
ment disclosure statement to receive any re-
location benefits.

§302-2.22 May I receive a travel ad-
vance for separation relocation?

Yes, you may receive a travel ad-
vance if approved by your agency.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18336, Apr. 1, 2011, §302-2.22 was re-
designated as §302-2.24, effective Aug. 1, 2011.

Subpart B—Agency
Responsibilities

NOTE TO SUBPART B: Use of pronouns “‘we”’,
“you’, and their variants throughout this
subpart refers to the agency.

§302-2.100 What internal policies must
we establish before authorizing a
relocation allowance?

Before authorizing a relocation al-
lowance, you must set internal policies
that determine:

(a) How you will implement the gov-
erning policies throughout this part;

(b) How you will determine when a
relocation is in the best interest of the
Government;

(c) When you will allow a travel ad-
vance for relocation expenses;

(d) Who will authorize and approve
relocation travel;

() Under what additional cir-
cumstances will you require an em-
ployee to sign a service agreement; and

(f) Who is required to sign a service
agreement.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18336, Apr. 1, 2011, §302-2.100 was
amended by removing the word “‘and’” at the
end of paragraph (e); removing the period at
the end of paragraph (f) and adding *; and”
in its place; and adding paragraph (g), effec-
tive Aug. 1, 2011. For the convenience of the
user, the added text is set forth as follows:

§302-2.100 What internal policies must we

establish before authorizing a relocation
allowance?

* * * * *

(g9) How you will ensure that all relocating
employees sign a duplicate reimbursement
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disclosure statement, which is to be incor-
porated into their relocation service agree-
ments (see §302-2.21).

§302-2.101 When may we authorize re-
imbursement for relocation ex-
penses?

You may authorize reimbursement
for relocation expenses:

(a) When you have determined that
an employee’s permanent change of
station is in the best interest of the
Government;

(b) Only after an employee has signed
a service agreement to remain in serv-
ice for the period specified in §302-2.13;
and

(c) When you have determined that
the employee’s relocation is incident
to his/her change of official station.

§302-2.102 Who must authorize and
approve relocation expenses?

The agency head or his/her designee
must authorize and approve relocation
expenses.

§302-2.103 How must we administer
the authorization for relocation of
an employee?

To administer the authorization for
relocation of an employee, you must:

(a) Issue an employee a TA for relo-
cation before he/she transfers to his/her
new official station;

(b) Inform the employee of his/her
transfer within a timeframe that will
provide him/her sufficient time for
preparation;

(c) Establish timeframes on when
employees must submit a TA request;
and

(d) Provide new employees with the
applicable limitations of their travel
benefits.

EFFeCTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18336, Apr. 1, 2011, §302-2.103 was
amended by removing the word ‘“‘and’’ at the
end of paragraph (c), removing the period at
the end of paragraph (d) and adding ‘‘; and”
in its place, and adding paragraph (e), effec-
tive Aug. 1, 2011. For the convenience of the
user, the added text is set forth as follows:

§302-2.103 How must we administer the au-

thorization for relocation of an em-
ployee?

* * * * *

(e) Provide counseling about relocation
benefits to all relocating employees. In addi-

§302-2.110

tion, you should offer counseling as early as
possible during the relocation process and
you should consider offering counseling to
employees who are contemplating accept-
ance of a job that would require them to re-
locate.

§302-2.104 What information must we
provide on the TA?

On the TA, you must state the:

(a) Specific allowances that the em-
ployee is authorized; and

(b) Procedures that the employee is
authorized to follow.

§302-2.105 When an employee trans-
fers between Federal agencies, who
is responsible for paying the em-
ployee’s relocation expenses?

When an employee transfers between
Federal agencies, all allowable ex-
penses must be paid from the funds of
the agency that the employee is trans-
ferring to. However, in the case of a re-
duction in force or transfer of function,
an agreement may be made between
the agencies concerned as to what relo-
cation allowances will be paid by ei-
ther agency or split between them.
This should include the payment of ex-
penses for the extended storage of the
employee’s household goods when as-
signed to an isolated permanent duty
station within CONUS or a transfer to,
from, or between foreign countries.

§302-2.106 May we waive statutory or
regulatory limitations relating to
relocation allowances for employees
relocating to/from remote or iso-
lated locations?

Yes, the agency head or his/her des-
ignee may waive any statutory or regu-
latory limitations for employees relo-
cating (to/from a remote or isolated lo-
cation) when determining that failure
to waive the limitation would cause an
undue hardship on the employee.

TIME LIMITS

§302-2.110 Are there time factors that
we must consider for allowing an
employee to complete all aspects of
relocation?

Yes, you should encourage employees
to begin travel as soon as possible after
authorization of travel is approved and
inform employees that they must com-
plete all aspects of relocation within a
2-year period from his/her effective
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date of transfer or appointment, unless
the employee’s 2-year period is ex-
tended to include:
(@) Time spent on military furlough;
(b) Delays caused by overseas ship-
ping or other restrictions; or

41 CFR Ch. 302 (7-1-11 Edition)

(c) An extension for completion of
residence transaction (see §302-11.22 of
this chapter).

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18337, Apr. 1, 2011, §302-2.110 was
amended by removing ‘‘2-year”’ both times it
appears in the introductory text and adding
“l-year” in its place, effective Aug. 1, 2011.

134



SUBCHAPTER B—RELOCATION ALLOWANCES

PART 302-3—RELOCATION
ALLOWANCE BY SPECIFIC TYPE

Subpart A—New Appointee

Sec.

302-3.1 Who is a new appointee?

302-3.2 As a new appointee or student train-
ee what relocation expenses may my
agency pay or reimburse me for incident
to a permanent change of station to my
first official station?

302-3.3 As a new appointee, are there any
expenses that my agency will not pay?
302-3.4 If my agency authorizes me allow-
ances for relocation, must it pay all of

the expenses listed in §302-3.2?

302-3.5 If I travel to my first official station
before | have been appointed, will | be re-
imbursed for my relocation expenses?

Subpart B—Transferred Employees

302-3.100 What is a transferred employee?

302-3.101 As a transferred employee what re-
location allowances must my agency pay
or reimburse me for incident to a perma-
nent change of station?

Subpart C—Types of Transfers

RELOCATION OF TWO OR MORE EMPLOYED
IMMEDIATE FAMILY MEMBERS

302-3.200 When a member of my immediate
family who is also an employee and | are
transferring to the same official station,
may we both receive allowances for relo-
cation?

302-3.201 If my immediate family member
and | both transfer to the same official
station in the interest of the Govern-
ment, may we both claim the same relo-
cation expenses?

302-3.202 If my immediate family member
and | both transfer to the same official
station, may we both claim the same re-
location allowances for the same non-
employee family member?

302-3.203 If I am transferring in the interest
of the Government and my employed im-
mediate family member(s) transfer is not
in the interest of the Government, will
hel/she receive relocation allowances?

302-3.204 When an employed immediate fam-
ily member and | are transferring in the
interest of the Government, what infor-
mation must we submit to our agency?

REDUCTION IN FORCE RELOCATION

302-3.205 If my transfer is involuntary (due
to i.e., reduction in force, cessation, or

transfer of work), is it considered to be
in the interest of the Government?

302-3.206 If I am re-employed after a separa-
tion by reduction in force or transfer of
functions, may my agency pay me a relo-
cation allowance?

OVERSEAS ASSIGNMENT AND RETURN

302-3.207 Am | eligible to receive relocation
allowances for overseas assignment and
return travel?

302-3.208 What relocation expenses will my
agency pay for my overseas assignment
and return?

OVERSEAS TOUR RENEWAL AGREEMENT

302-3.209 What
travel?

302-3.210 What is an overseas tour of duty?

302-3.211 What is an allowance for overseas
tour renewal travel?

302-3.212 How do | know if I am eligible to
receive an allowance for overseas tour re-
newal travel?

302-3.213 What allowances will | receive for
tour renewal travel?

302-3.214 May | receive reimbursement for
tour renewal travel when my travel is be-
tween two places within the United
States?

302-3.215 Will 1 be reimbursed for tour re-
newal travel from a post of duty in Ha-
waii and return to a post of duty in Alas-
ka or for such travel from a post of duty
in Alaska and return to a post of duty in
Hawaii?

302-3.216 When must | begin my first tour
renewal travel from Alaska or Hawaii?
302-3.217 Will my family or | receive per
diem for en route travel from my post of
duty to my actual place of residence in

the U.S.?

302-3.218 Are there any special cir-
cumstances when my agency may au-
thorize me travel and transportation ex-
penses for my tour renewal travel in
Alaska or Hawaii?

302-3.219 Is there a limit on how many times
I may receive reimbursement for tour re-
newal travel?

302-3.220 May my family and | travel to an-
other U.S. location (other than from my
actual place of residence) under my tour
renewal agreement?

302-3.221 If | travel to another place in the
U.S. (other than my actual place of resi-
dence) am | required to spend time at my
actual place of residence to receive reim-
bursement?

302-3.222 Will 1 be reimbursed if I travel to
another overseas location (instead of the
U.s.)?

is overseas tour renewal
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302-3.223 What happens if | violate my new
service agreement under a tour renewal
assignment?

302-3.224 If | violate my new service agree-
ment, will the Government reimburse me
for return travel and transportation to
my actual place of residence?

PRIOR RETURN OF IMMEDIATE FAMILY
MEMBERS

302-3.225 If my immediate family member(s)
return to the U.S. before me, will I be re-
imbursed for transporting part of my
household goods with my family and the
rest of my household goods when 1 re-
turn?

302-3.226 Will the Government reimburse me
if 1 am not eligible to return with my im-
mediate family member(s) to the U.S.
and choose to send them at my own ex-
pense?

302-3.227 If 1 become divorced from my
spouse or terminate my committed rela-
tionship with my domestic partner while
OCONUS will I receive reimbursement to
return my former spouse or domestic
partner and dependents to the U.S.?

302-3.228 Is my dependent who turned 21
while overseas entitled to return travel
to my place of actual residence at the ex-
pense of the Government?

Subpart D—Relocation Separation

OVERSEAS TO U.S. RETURN FOR SEPARATION

302-3.300 Must my agency pay for return re-
location expenses for my immediate fam-
ily and me once | have completed my
duty OCONUS?

302-3.301 May | transport my household
goods to a location other than my actual
place of residence when | separate from
the Government?

302-3.302 May my agency pay for my imme-
diate family member(s) and my house-
hold goods to be returned to the U.S. be-
fore | complete my service agreement?

302-3.303 May I claim reimbursement for the
return of my immediate family mem-
ber(s) or household goods more than once
under one service agreement?

SES SEPARATION FOR RETIREMENT

302-3.304 Who is entitled to SES separation
relocation allowances?

302-3.305 Who is not eligible for SES separa-
tion relocation expense allowances?

302-3.306 If I meet the conditions in §302-
3.307, what expenses am | allowed under
separation for retirement travel?

302-3.307 Under what conditions may | re-
ceive separation relocation travel for my
family and me?

302-3.308 Do | have to provide my agency
with any special documents before re-
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ceiving reimbursement for moving ex-
penses?

302-3.309 Where should my travel and trans-
portation begin?

302-3.310 Where will 1 be authorized to sepa-
rate?

302-3.311 May | receive reimbursement for
travel and transportation from an alter-
nate location other than the duty sta-
tion?

302-3.312 Upon separation, if | elect to re-
side in a different geographical area
which is less than 50 miles from my offi-
cial station, will | receive reimburse-
ment?

302-3.313 May | have my household goods
transported from more than one loca-
tion?

302-3.314 Is there a time limit when | must
begin my travel and transportation upon
separation?

302-3.315 May | be granted an extension on
beginning my separation travel?

Subpart E—Employee’s Temporary Change
of Station

302-3.400 What is a ‘“‘temporary change of
station (TCS)™’?

302-3.401 What is the purpose of a TCS?

302-3.402 When am | eligible for a TCS?

302-3.403 Who is not eligible for a TCS?

302-3.404 Under what circumstances will my
agency authorize a TCS?

302-3.405 If my agency authorizes a TCS, do
I have the option of electing payment of
per diem expenses under part 301-11 of
this title?

302-3.406 How long must my assignment be
for me to qualify for a TCS?

302-3.407 What is the effect on my TCS re-
imbursement if my assignment lasts less
than 6 months?

302-3.408 What is the effect on my TCS re-
imbursement if my assignment lasts
more than 30 months?

302-3.409 Is there any required minimum
distance between an official station and
a TCS location that must be met for me
to qualify for a TCS?

302-3.410 Must | sign a service agreement to
qualify for a TCS?

302-3.411 What is my official station during
my TCS?

EXPENSES PAID UPON ASSIGNMENT

302-3.412 What expenses must my agency
pay?

302-3.413 Are there other expenses that my
agency may pay?

EXPENSES PAID DURING ASSIGNMENT

302-3.414 If my agency authorizes a TCS,
will it pay for extended storage of my
household goods?

302-3.415 How long may my agency pay for
extended storage of household goods?
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302-3.416 Is there any limitation on the
combined weight of household goods I
may transport and store at Government
expense?

302-3.417 Will | have to pay any income tax
if my agency pays for extended storage of
my household goods?

302-3.418 Will my agency pay for property
management services when I am author-
ized a TCS?

302-3.419 For what property will my agency
pay property management services?

302-3.420 How long will my agency pay for
property management services?

302-3.421 What are the income tax con-
sequences when my agency pays for prop-
erty management services?

EXPENSES PAID UPON COMPLETION OF ASSIGN-
MENT OR UPON SEPARATION FROM GOVERN-
MENT SERVICE

302-3.422 What expenses will my agency pay
when | complete my TCS?

302-3.423 If | separate from Government
service upon completion of my TCS,
what relocation expenses will my agency
pay upon my separation?

302-3.424 If | separate from Government
service prior to completion of my TCS,
what relocation expenses will my agency
pay upon my separation?

302-3.425 If 1 have been authorized succes-
sive temporary changes of station and re-
assigned from one temporary official sta-
tion to another, what expenses will my
agency pay upon completion of my last
assignment or my separation from Gov-
ernment service?

PERMANENT ASSIGNMENT TO TEMPORARY
OFFICIAL STATION

302-3.426 How is payment of my TCS ex-
penses affected if 1 am permanently as-
signed to my temporary official station?

302-3.427 What relocation allowances may
my agency pay when | am permanently
assigned to my temporary official sta-
tion?

302-3.428 If | am permanently assigned to
my temporary official station, is there
any limitation on the weight of house-
hold goods | may transport at Govern-
ment expense to my official station?

302-3.429 Are there any relocation allow-
ances my agency may not pay if | am
permanently assigned to my temporary
official station?

Subpart F—Agency Responsibilities

302-3.500 What governing policies and proce-
dures must we establish for paying a re-
location allowance under this part 302-3?

302-3.501 Must we establish any specific pro-
cedures for paying a relocation allowance
to new appointees?
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302-3.502 What factors should we consider in
determining whether to authorize a TCS
for a long-term assignment?

SERVICE AGREEMENTS

302-3.503 Must we require employees to sign
a service agreement?

302-3.504 What information should we in-
clude in a service agreement?

302-3.505 How long must we require an em-
ployee to agree to the terms of a service
agreement?

302-3.506 May we pay relocation expenses if
the employee violates his/her service
agreement?

NEW APPOINTEES

302-3.507 Once we authorize relocation ex-
penses for new appointees or student
trainees what expenses must we pay?

302-3.508 What relocation expenses are not
authorized for new appointees or student
trainees?

OVERSEAS ASSIGNMENT AND RETURN

302-3.509 What policies must we follow when
appointing an employee to an overseas
assignment?

302-3.510 When must we pay return travel
for immediate family members?

302-3.511 What must we consider when de-
termining return travel for immediate
family member(s) for compassionate rea-
sons prior to completion of the service
agreement?

302-3.512 How many times are we required
to pay for an employee’s return travel?

OVERSEAS TOUR RENEWAL TRAVEL

302-3.513 May we allow a travel advance for
tour renewal agreement travel?

302-3.514 Under what conditions may we pay
for tour renewal agreement travel?

302-3.515 What special rules must we apply
for reimbursement of tour renewal travel
for employees stationed, assigned, ap-
pointed or transferred to/from Alaska or
Hawaii?

SES SEPARATION FOR RETIREMENT

302-3.516 What must we do before issuing
payment for SES separation-relocation
travel?

302-3.517 May we issue travel advances for
separation relocation?

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a).

SOURCE: FTR Amdt. 98, 66 FR 58196, Nov.
20, 2001, unless otherwise noted.

Subpart A—New Appointee

NOTE TO SUBPART A: Use of pronouns “I”,
you”’, and their variants throughout this
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subpart refers to the employee, unless other-
wise noted.

§302-3.1 Who is a new appointee?

A new appointee is:

(@) An individual who is employed
with the Federal Government for the
very first time (including an individual
who has performed transition activities
under section 3 of the Presidential
Transition Act of 1963 (3 U.S.C. 102
note), and is appointed in the same fis-
cal year as the Presidential inaugura-
tion);

(b) An employee who is returning to
the Government after a break in serv-
ice (except an employee separated as a
result of reduction in force or transfer
of functions and is re-employed within
one year after such action); or
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(c) A student trainee assigned to the
Government upon completion of his/her
college work.

§302-3.2 As a new appointee or stu-
dent trainee what relocation ex-
penses may my agency pay or reim-
burse me for incident to a perma-
nent change of station to my first
official station?

As a new appointee or student train-
ee being assigned to a first official sta-
tion your agency may or may not pay
or reimburse you the relocation ex-
penses indicated for the type of trans-
fer in Tables A and B of this section.
However, once the decision is made to
pay or reimburse your relocation ex-
penses, all mandatory relocation allow-
ances are reimbursed, unless otherwise
stated in the applicable parts of this
chapter.

TABLE A—ASSIGNED TO FIRST OFFICIAL STATION IN THE CONTINENTAL UNITED STATES (CONUS)

Column 1—Relocation allowances that agency must pay or re-
imburse

Column 2—Relocation allowances that agency has discre-
tionary authority to pay or reimburse

1. Transportation of employee & immediate family member(s)
(part 302—4 of this chapter).

2. Per diem for employee only (part 302—4 of this chapter)

3. Transportation & temporary storage of household goods
(part 302-7 of this chapter).

4. Extended storage of household goods (part 302-8 of this
chapter)?.

5. Transportation of a mobile home or boat used as a primary
residence in lieu of the transportation of household goods
(part 302-10 of this chapter).

1. Shipment of privately owned vehicle (POV) (part 302-9,
subpart B of this chapter).

1NOTE TO COLUMN 1, ITEM 4: Only when assigned to a designated isolated official station in CONUS.

TABLE B—ASSIGNED TO FIRST OFFICIAL STATION OUTSIDE THE CONTINENTAL UNITED STATES
(OCONUS)

Column 1—Relocation allowances that agency must pay or re-
imburse

Column 2—Relocation allowances that agency has discre-
tionary authority to pay or reimburse

1. Transportation of employee & immediate family member(s)
(part 302—4 of this chapter).
2. Per diem employee only (part 302—4) ...

3. Transportation & temporary storage of household goods
(part 302-7 of this chapter).

4. Extended storage of household goods (part 302-8 of this
chapter).

1. Shipment of privately owned vehicle (POV) (part 302-9 of
this chapter).

2. Temporary quarters subsistence expense (TQSE) is not au-
thorized in a foreign area; however, you may be entitled to
the following under the Department of State Standardized
Regulations (Government Civilians-Foreign Areas) which is
available from the Superintendent of Documents, Wash-
ington, DC 20402.

(a) Foreign Transfer Allowance (FTA) (Subsistence Expense)
for quarters occupied temporarily before departure from the
50 states or the District of Columbia for an official station in
a foreign area incident to a permanent change of station and
travel to first official station overseas.

(b) Temporary quarters subsistence allowance ((TQSA) when
a transfer is authorized to a foreign area.

(c) The miscellaneous expense portion of the FTA is author-
ized incident to first official station travel to a foreign area.

3. Use of relocation service companies only when transfer is to
Alaska or Hawaii (part 302—12 of this chapter).

4. Home marketing incentives only when transfer is to a non-
foreign OCONUS area (part 302—15 of this chapter).
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[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as amended by FTR Amdt. 108, 67 FR 57968, Sept.

13, 2002]

§302-3.3 As a new appointee, are there
any expenses that my agency will
not pay?

Yes, as a new employee, your agency
will not pay for expenses that are not
listed in §302-3.2 (e.g., per diem for
family, cost of househunting trip, mis-
cellaneous expense allowance, etc.).

§302-3.4 If my agency authorizes me
allowances for relocation, must it
pay all of the expenses listed in
§302-3.2?

Yes, if your agency authorizes you
allowances for relocation, it must pay

all of the expenses listed in §302-3.2.

§302-3.5 If I travel to my first official
station before I have been ap-
pointed, will I be reimbursed for my
relocation expenses?

Generally, you may not be reim-
bursed for relocation expenses incurred
before you have been appointed to a
Federal position and signed an agree-
ment to remain in Government service
for 12 months after appointment. How-
ever there is an exception for ap-
pointees who have performed Presi-
dential transition activities. Such ap-
pointees may be reimbursed allowable
travel and transportation expenses in-
curred at any time following the most
recent Presidential election once they
have signed a service agreement. How-

ever, appointment must occur in the
same fiscal year as the Presidential
transition activities.

Subpart B—Transferred Employees

§302-3.100 What is a transferred em-
ployee?

A transferred employee is an em-
ployee who transfers from one official
station to another. This may also in-
clude employees separated as a result
of reduction in force or transfer of
functions who are re-employed within
one year after such separation.

§302-3.101 As a transferred employee
what relocation allowances must
my agency pay or reimburse me for
incident to a permanent change of
station?

As a transferred employee there are
mandatory and discretionary reloca-
tion expenses. Once an agency decision
is made to pay or reimburse relocation
expenses indicated for the type of
transfer in tables (A) through (1) of this
section, all the mandatory allowance
must be paid or reimbursed, unless oth-
erwise stated in the applicable parts.
The discretionary relocation allow-
ances indicated in tables (A) through
() of this section may or may not be
paid by the agency.

TABLE A—TRANSFER BETWEEN OFFICIAL STATIONS IN THE CONTINENTAL UNITED STATES (CONUS)

Column 1—Relocation allowances that agency must pay or re-
imburse

Column 2—Relocation allowances that agency has discre-
tionary authority to pay or reimburse

1. Transportation & per diem for employee & immediate family
member(s) (part 302—4 of this chapter).
2. Miscellaneous moving expense (part 302-16 of this chapter)

3. Sell or buy residence transactions or lease termination ex-
penses (part 302—11 of this chapter).

4. Transportation & temporary storage of household goods
(part 302—7 of this chapter).

5. Extended storage of household goods (part 302-8 of this
chapter) 1.

6. Transportation of a mobile home or boat used as a primary
residence in lieu of the transportation of household goods
(part 302-10 of this chapter).

7. Relocation income tax allowance (RITA) (part 302-17 of this
chapter).

1. Househunting per diem & transportation, employee &
spouse only (part 302-5 of this chapter).

2. Temporary quarters subsistence expense (TQSE) (part 302—
6 of this chapter).

3. Shipment of privately owned vehicle (POV) (part 302-9,
subpart B of this chapter).

4. Use of a relocation services company (part 302—12 of this
chapter).

5. Property management services (part 302-15 of this chap-
ter).

6. Home marketing incentives (part 302-14 of this chapter).

1NoTE TO COLUMN 1, ITEM 5: Only when assigned to a designated isolated official station in CONUS.
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TABLE B—TRANSFER FROM CONUS TO AN OFFICIAL STATION OUTSIDE THE CONTINENTAL UNITED
STATES (OCONUS)

Column 1—Relocation allowances that agency must pay or re-
imburse

Column 2—Relocation allowances that agency has discre-
tionary authority to pay or reimburse

1. Transportation & per diem for employee & immediate family
member(s) (part 302—4 of this chapter).

2. Miscellaneous expense allowance (part 302-16 of this chap-
ter).

3. Transportation & temporary storage of household goods
(part 302—7 this chapter).

4. Extended storage of household goods (part 302-8 of this
chapter).

5. Relocation income tax allowance (RITA) (part 302-17 of this
chapter) 1.

1. Temporary quarters subsistence expense (TQSE) is not au-
thorized in a foreign area, however, you may be entitled to
the following under the Department of State Standardized
Regulations (DSSR) (Government Civilians-Foreign Areas):

(a) A Foreign Transfer Allowance (FTA) for quarters occupied
temporarily before departure from the 50 states or the Dis-
trict of Columbia for an official station in a foreign area inci-
dent to a permanent change of station and travel to first offi-
cial station overseas.

(b) Temporary quarters subsistence allowance (TQSA).

2. Property management services (part 302-15 of this chap-
ter).

3. Shipment of a privately owned vehicle (part 302-9 of this
chapter).

4. Use of relocation service companies when transfer is to
Alaska or Hawaii (part 302—12 of this chapter).

5. Home marketing incentives when transfer is to Alaska or
Hawaii (part 301.15 of this chapter).

1NoTE TO CoLumN 1, ITEM 5. Allowed when old and new official stations are located in the United States. Also allowed when
instead of being returned to the former non-foreign area official station, an employee is transferred in the interest of the Govern-
ment to a different non-foreign area official station than from the official station from which transferred when assigned to the for-
eign official station.

TABLE C—TRANSFER FROM OCONUS OFFICIAL STATION TO AN OFFICIAL STATION IN CONUS

Column 1—Relocation allowances that agency must pay or re-
imburse

Column 2—Relocation allowances that agency has discre-
tionary authority to pay or reimburse

1. Shipment of a privately owned vehicle (part 302-9 of this
chapter).

1. Transportation & per diem for employee & immediate family
member(s) (part 302—4 of this chapter).

2. Temporary quarters subsistence expense (TQSE) (part 302—
6 of this chapter) 1.

3. Miscellaneous expense allowance (part 302-16 of this chap-
ter).

4. Sell & buy residence transaction expenses or lease termi-
nation expenses (part 302—11 of this chapter) 2.

5. Transportation & temporary storage of household goods
(part 302-7 of this chapter).

6. Extended storage of household goods only when assigned
to a designated isolated official station in CONUS (part 302—
8 of this chapter).

7. Relocation income tax allowance (RITA) (part 302-17 of this
chapter).

1NOTE TO COLUMN 1, ITEM 2: A TQSA under the DSSR may be authorized preceding final departure subsequent to the nec-
essary vacating of residence quarters.

2NoTE TO CoLumN 1, ITEM 4: Allowed when old and new official stations are located in the United States. Also allowed when
instead of being returned to the former non-foreign area official station, an employee is transferred in the interest of the Govern-
ment to a different non-foreign area official station than from the official station from which transferred when assigned to the for-
eign official station.

TABLE D—TRANSFER BETWEEN OCONUS OFFICIAL STATIONS

Column 1—Relocation allowances that agency must pay or re-
imburse

Column 2—Relocation allowances that agency has discre-
tionary authority to pay or reimburse

1. Shipment of a privately owned vehicle (POV) (part 302-9 of
this chapter).

2. Property management services (part 302-15 of this chap-
ter).

1. Transportation & per diem for employee & immediate family
member(s) (part 302—4 of this chapter).

2. Temporary quarters subsistence expense (TQSE) (part 302—
6 of this chapter)?.

3. Transportation & temporary storage of household goods
(part 302-7 of this chapter).

4. Miscellaneous expense allowance (part 302-16 of this chap-
ter).

5. Extended storage of household goods (part 302-8 of this
chapter).

6. Relocation income tax allowance (RITA) (part 302-17 of this
chapter).

1NOTE TO COLUMN 1, ITEM 2: TQSA may be authorized under the DSSR.
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§302-3.101

TABLE E—TOUR RENEWAL AGREEMENT TRAVEL

Column 1—Relocation allowances that agency must pay or re-
imburse

Column 2—Relocation allowances that agency has discre-
tionary authority to pay or reimburse

1. Transportation for employee & immediate family member(s)
(part 302—4 of this chapter).
2. Per diem for employee only (part 302—4 of this chapter).

TABLE F—RETURN FROM OCONUS OFFICIAL STATION TO PLACE OF ACTUAL RESIDENCE FOR
SEPARATION

Column 1—Relocation allowances that agency must pay or re-
imburse

Column 2—Relocation allowances that agency has discre-
tionary authority to pay or reimburse

1. Transportation for employee & immediate family member(s)
(part 302—4 of this chapter).

2. Per diem for employee only (part 302—4 of this chapter).

3. Transportation & temporary storage of household goods
(part 302-7 of this chapter).

1. Shipment of a privately owned vehicle (POV) (part 302-9 of
this chapter).

TABLE G—LAST MOVE HOME FOR SES CAREER APPOINTEES UPON SEPARATION

Column 1—Relocation allowances that agency must pay or re-
imburse

Column 2—Relocation allowances that agency has discre-
tionary authority to pay or reimburse

1. Transportation for employee & immediate family member(s)
part 302—4 of this chapter).

2. Per diem for employee only (part 302—4 of this chapter).

3. Transportation & temporary storage of household goods
(part 302—7 of this chapter).

4. Transportation of a mobile home or boat used as a primary
residence in lieu of the transportation of household goods
(part 302-10 of this chapter).

1. Shipment of privately owned vehicle (POV) (part 302-9,
subpart B of this chapter).

TABLE H—TEMPORARY CHANGE OF STATION (TCS)

Column 1—Relocation allowances that agency must pay or re-
imburse

Column 2—Relocation allowances that agency has discre-
tionary authority to pay or reimburse

1. Transportation & per diem for employee & immediate family
member(s) (part 302—4 of this chapter).

2. Miscellaneous expense allowance (part 302-16 of this chap-
ter).

3. Transportation & temporary storage of household goods
(part 302—7 of this chapter).

4. Transportation of a mobile home or boat used as a primary
residence in lieu of the transportation of household goods
(part 302-10 of this chapter).

5. Transportation of a privately owned vehicle (POV)(part 302—
9, subpart B of this chapter).

6. Relocation income tax allowance (RITA) (part 302-17 of this
chapter).

7. Property management services (part 302—-15 of this chapter).

1. Househunting trip expenses (part 302-5 of this chapter).

2. Temporary quarters subsistence expense (TQSE) (part 302—
6 of this chapter).

TABLE |—ASSIGNMENT UNDER THE GOVERNMENT EMPLOYEES TRAINING ACT (5 U.S.C. 4109)1

1. Transportation of employee & immediate family member(s) (part 302—4 of this chapter).
2. Per Diem for employee (part 302—4 of this chapter).
3. Movement of household goods & temporary storage (part 302—7 of this chapter).

1NoTE TO TABLE I: The allowances listed in Table | may be authorized in lieu of per diem or actual expense allowances.

This is not considered a permanent change of station.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001; 67 FR 7219, Feb. 15, 2002, as amended by FTR Amdt.
108, 67 FR 57969, Sept. 13, 2002; 67 FR 65321, Oct. 24, 2002]
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Subpart C—Types of Transfers

RELOCATION OF TWO OR MORE EMPLOYED
IMMEDIATE FAMILY MEMBERS

§302-3.200 When a member of my im-
mediate family who is also an em-
ployee and I are transferring to the
same official station, may we both
receive allowances for relocation?

Yes, if you and an immediate family
member(s) are both employees and are
transferring to the same official sta-
tion in the interest of the Government,
the allowances under this chapter
apply either to;

(a) Each employee separately and the
other is not eligible as an immediate
family member(s); or

(b) Only one of the employees consid-
ered as head of the household and the
other is eligible as an immediate fam-
ily member(s) on the first employee’s
TA.

§302-3.201 If my immediate family
member and I both transfer to the
same official station in the interest
of the Government, may we both
claim the same relocation ex-
penses?

No, when separate allowances are au-
thorized under this §302-3.201, the em-
ploying agency or agencies shall not
make duplicate reimbursement for the
same claimed expenses.

§302-3.202 If my immediate family
member and I both transfer to the
same official station, may we both
claim the same relocation allow-
ances for the same non-employee
family member?

No, when both you and your imme-
diate family member transfer in the in-
terest of the Government, you must
provide your agency with the name(s)
of non-employee family member(s) who
will receive allowances under each of
your TA. Only one of you may claim
allowances for a non-employee mem-
ber(s) of your immediate family (non-
employee members may only be on one
TA).
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§302-3.203 If I am transferring in the
interest of the Government and my
employed immediate family mem-
ber(s) transfer is not in the interest
of the Government, will he/she re-
ceive relocation allowances?

Yes, your employed immediate fam-
ily member(s) whose transfer is not in
the interest of the Government will re-
ceive relocation allowances, but solely
as a member of your immediate family.

§302-3.204 When an employed imme-
diate family member and I are
transferring in the interest of the
Government, what information
must we submit to our agency?

When you and an employed imme-
diate family member are transferring
in the interest of the Government, you
both must provide:

(a) A signed document stating which
method of authorization you select
(separate or one single authorization);
and

(b) Your agency with a written and
signed copy of the names of which non-
employee member(s) will receive allow-
ances under your TA; if you select to
receive separate TAs.

REDUCTION IN FORCE RELOCATION

§302-3.205 If my transfer is involun-
tary (due to i.e., reduction in force,
cessation, or transfer of work), is it
considered to be in the interest of
the Government?

Yes, an involuntary transfer (i.e., due
to reduction in force, cessation, or
transfer of work) is considered to be in
the interest of the Government.

§302-3.206 If I am re-employed after a
separation by reduction in force or
transfer of functions, may my agen-
cy pay me a relocation allowance?

Yes, if you are re-employed after a
separation by reduction in force or
transfer of function, your agency may
pay you a relocation allowance under
the conditions of this chapter if:

(a) You are employed within one year
of your involuntary separation date;

(b) Your new appointment is not tem-
porary; and

(c) Your new appointment is at a dif-
ferent duty station from where your
separation occurred and meets the
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mileage criteria in §302-2.6 of this
chapter for short distance relocation.

OVERSEAS ASSIGNMENT AND RETURN

§302-3.207 Am I eligible to receive re-
location allowances for overseas as-
signment and return travel?

You may be eligible to receive relo-
cation allowances for overseas assign-
ment and return travel if you are:

(@) An employee transferring to,
from, or between official stations
OCONUS; or

(b) A new appointee to a position
OCONUS and at the time of your ap-
pointment your residence is in an area
other than your post of duty.

§302-3.208 What relocation expenses
will my agency pay for my overseas
assignment and return?

To determine what relocation ex-
penses your agency will pay for your
overseas assignment and return, see:

(a) Section 302-3.2 if you are a new
appointee; or

(b) Section 302-3.101
transferred employee.

if you are a

OVERSEAS TOUR RENEWAL AGREEMENT

§302-3.209 What is overseas tour re-
newal travel?

Overseas tour renewal travel refers
to travel of you and your immediate
family returning to your home in the
continental U.S., Alaska, or Hawaii be-
tween overseas tours of duty. See §302—
2.222 for travel to an actual place of
residence in other than the United
States.

§302-3.210 What is an overseas tour of
duty?

An overseas tour of duty is an assign-
ment to a post of duty outside the con-
tinental United States, Alaska or Ha-
waii.

§302-3.211 What is an allowance for
overseas tour renewal travel?

An allowance for overseas tour re-
newal travel is a reimbursement for
you and your immediate family of
roundtrip travel and transportation ex-
penses between your overseas post of
duty and your actual place of residence
in the U.S.

§302-3.214

§302-3.212 How do I know if I am eli-
gible to receive an allowance for
overseas tour renewal travel?

You are eligible to receive an allow-
ance for overseas tour renewal travel
if:

(&) You are on an overseas assign-
ment, and you have completed your
tour of duty and satisfactorily com-
pleted your service agreement time pe-
riod; and

(b) You are on an overseas assign-
ment and you have signed a new serv-
ice agreement to remain at your over-
seas post or to transfer to another
overseas post of duty; or

(¢) You meet the requirements and
are eligible for tour renewal travel
from Alaska or Hawaii under §302-3.214.

§302-3.213 What allowances will I re-
ceive for tour renewal travel?

For tour renewal travel, you will re-
ceive payment for those authorized ex-
penses as stated in item five of Tables
A and B of §302-3.101.

§302-3.214 May I receive reimburse-
ment for tour renewal travel when
my travel is between two places
within the United States?

You may only receive reimbursement
for tour renewal travel when your
tours are between two places within
the U.S. if you are an employee who is
traveling from Alaska or Hawaii, and:

(@) You will continue to serve con-
secutive tours of duty within the same
state from which you’re traveling, and
on September 8, 1982 you were:

(1) Serving your tour in one of these
areas and have continued to do so; or

(2) En route to a post of duty in Alas-
ka or Hawaii under a written service
agreement to serve a tour of duty; or

(3) In the process of performing a
tour renewal travel and has since then
entered into another tour of duty in
Alaska or Hawaii;

(b) Tour renewal agreement travel
for recruiting or retention purposes is
limited to two round trips beginning
within 5 years after the date the em-
ployee first begins any period of con-
secutive tours of duty in Alaska or Ha-
waii. Employees shall be advised in
writing of this limitation; or

(¢) You are traveling due to your
agency’s mission to recruit or retain
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you as an employee to fulfill a position
that requires a special skilled em-
ployee or to fill a position in a remote
area.

§302-3.215 Will I be reimbursed for
tour renewal travel from a post of
duty in Hawaii and return to a post
of duty in Alaska or for such travel
from a post of duty in Alaska and
return to a post of duty in Hawaii?

No, you will not be reimbursed for
tour renewal travel unless your return
travel is to a post of duty in the same
State that you traveled from.

§302-3.216 When must I begin my first
tour renewal travel from Alaska or
Hawaii?

You must begin your first tour re-
newal travel within 5 years of your
first consecutive tours in either Alaska
or Hawaii.

§302-3.217 Will my family or I receive
per diem for en route travel from
my post of duty to my actual place
of residence in the U.S.?

No, your family will not receive per
diem for en route travel from your post
of duty to your actual place of resi-
dence in the U.S. and return to the
same or a different post of duty.

§302-3.218 Are there any special cir-
cumstances when my agency may
authorize me travel and transpor-
tation expenses for my tour renewal
travel in Alaska or Hawaii?

Other than as specified in §§302-3.209
through 302-3.226, your agency head
will only authorize travel and trans-
portation expenses for your tour re-
newal travel in Alaska or Hawaii if it
determines that:

(a) Agency staffing needs are re-
quired to recruit or retain employees
at a post of duty in Alaska or Hawaii;
or

(b) Your agency is in need to recruit
employees with special skills and
knowledge and/or to fill positions in re-
mote areas.

§302-3.219 Is there a limit on how
many times I may receive reim-
bursement for tour renewal travel?

(a) If you are stationed in a foreign
area or in an area other than Alaska or
Hawaii, your agency may reimburse
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you for one overseas tour renewal trip
for each time you complete your serv-
ice agreement, which is related to your
post of duty.

(b) For recruiting and retention pur-
poses of consecutive tours served with-
in Alaska and Hawaii, your agency
may reimburse you a maximum of two
round trips which must begin within 5
years after the date of your first tour.

§302-3.220 May my family and I travel
to another U.S. location (other than
from my actual place of residence)
under my tour renewal agreement?

Yes, you and your family may travel
to another U.S. location (other than
from your actual place of residence)
under your tour renewal agreement.
However, your agency will only reim-
burse you for the amount of authorized
expenses from your post of duty to
your actual place of residence and re-
turn (as appropriate) on a usually trav-
eled route.

NOTE TO §302-3.220: If your actual place of
residence is located in the U.S., you and your
family must spend a substantial amount of
time in the U.S. in order to receive reim-
bursement.

§302-3.221 If I travel to another place
in the U.S. (other than my actual
place of residence) am I required to
spend time at my actual place of
residence to receive reimburse-
ment?

No, you are not required to spend
time at your actual place of residence
to receive reimbursement if you travel
to another place in the U.S. (other
than your actual place of residence).

§302-3.222 Will I be reimbursed if I
travel to another overseas location
(instead of the U.S.)?

If you travel to another overseas lo-
cation (instead of the U.S.), you will be
reimbursed only if your actual resi-
dence is within that country in which
you are taking your leave, and then
you will only be reimbursed your au-
thorized travel and transportation ex-
penses. You will have to pay any ex-
pense(s) above your authorized
amount.
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§302-3.223 What happens if I violate
my new service agreement under a
tour renewal assignment?

If you fail to complete your period of
service under your new service agree-
ment for reasons that are not accept-
able to your agency, you must pay the
Government:

(a) All transportation and per diem
expenses that you received during your
service agreement period for tour re-
newal travel of you and your imme-
diate family;

(b) Transportation expenses for fam-
ily members who traveled directly
from your former post of duty to your
current post of duty; and

(c) AIll transportation expenses for
shipment of household goods from your
former post to your current post of
duty.

§302-3.224 If I violate my new service
agreement, will the Government re-
imburse me for return travel and
transportation to my actual place of
residence?

If you violate your new service agree-
ment, the Government will reimburse
you for return travel and transpor-
tation to your actual place of residence
only if you did not receive all of your
allowances under a previous service
agreement in which you successfully
completed your required period of serv-
ice. The Government will then author-
ize you reimbursement cost for return
travel and transportation expenses
from your former post of duty to your
actual place of residence. If there is
any additional cost you must pay the
difference.

PRIOR RETURN OF IMMEDIATE FAMILY
MEMBERS

§302-3.225 If my immediate family
member(s) return to the U.S. before
me, will I be reimbursed for trans-
porting part of my household goods
with my family and the rest of my
household goods when I return?

Yes, if your family member(s) return
to the U.S. before you, you will be re-
imbursed for transporting part of your
household goods with your family and
the rest of the household goods when
you return as long as the combined
weight of the two shipments does not

§302-3.228

exceed your total
limit.

authorized weight

§302-3.226 Will the Government reim-
burse me if I am not eligible to re-
turn with my immediate family
member(s) to the U.S. and choose to
send them at my own expense?

Yes, if you pay for the prior return of
your eligible immediate family mem-
ber(s), you will be reimbursed when
you become eligible for return travel
and transportation, you must provide
your agency with all receipts and docu-
mentation to support your cost. Your
agency will then reimburse your ex-
penses, not to exceed your authorized
allowance.

§302-3.227 If I become divorced from
my spouse or terminate my com-
mitted relationship with my domes-
tic partner while OCONUS will I re-
ceive reimbursement to return my
former spouse or domestic partner
and dependents to the U.S.?

Yes, if you become divorced from
your spouse or terminate your com-
mitted relationship with your domestic
partner while OCONUS, you will re-
ceive reimbursement to return your
former spouse or domestic partner and
dependents to their place of actual res-
idence within or outside CONUS.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as
amended by FTR Amdt. 2010-06, 75 FR 67631,
Nov. 3, 2010]

§302-3.228 Is my dependent who
turned 21 while overseas entitled to
return travel to my place of actual
residence at the expense of the Gov-
ernment?

Your dependent who turned 21 while
overseas is entitled to return travel to
your place of actual residence at the
expense of the Government only if your
dependent traveled overseas as your de-
pendent under your TA, but not beyond
the end of your current agreed tour of
duty.
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Subpart D—Relocation Separation

OVERSEAS TO U.S. RETURN FOR
SEPARATION

§302-3.300 Must my agency pay for re-
turn relocation expenses for my im-
mediate family and me once I have
completed my duty OCONUS?

Yes, once you have completed your
duty OCONUS as specified in your serv-
ice agreement, your agency must pay
one-way transportation expenses for
you, for your family member(s), and for
your household goods.

§302-3.301 May I transport my house-
hold goods to a location other than
my actual place of residence when I
separate from the Government?

Yes, if you have successfully com-
pleted your service agreement, you
may transport your household goods to
a location other than your actual place
of residence when you separate from
the Government. However, the cost
cannot exceed what it would cost to
your actual place of residence. Any ad-
ditional cost will be borne by you.

§302-3.302 May my agency pay for my
immediate family member(s) and
my household goods to be returned
to the U.S. before I complete my
service agreement?

Yes, your agency may pay for your
immediate family member(s) and your
household goods to be returned to the
U.S. before you complete your service
agreement. However, your reason for
not completing your service agreement
must be determined by your agency as
compassionate in nature or for cir-
cumstances beyond your control.

§302-3.303 May I claim reimbursement
for the return of my immediate fam-
ily member(s) or household goods
more than once under one service
agreement?

No, you cannot claim reimbursement
for the return of your immediate fam-
ily member(s) or household goods more
than once under one service agreement.
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SES SEPARATION FOR RETIREMENT

§302-3.304 Who is entitled to SES sep-
aration relocation allowances?

You are entitled to SES separation
relocation allowances if you meet the
conditions in §302-3.307 and you are:

(a) A career appointee to the SES as
defined in 5 U.S.C. 3132(a)(4); or

(b) A non-SES appointee who elects
to retain SES retirement benefits and:

(1) Has a basic rate of pay at Level V
of the Executive Schedule or higher; or

(2) Was previously a career appointee
in the SES; or

(3) Elected under 5 U.S.C. 3392(c) to
retain SES retirement benefits; or

(c) A Medical Center Director who:

(1) Served as a director of a Depart-
ment of Veterans Affairs medical cen-
ter under 38 U.S.C. 4103(a)(8) as in ef-
fect on November 17, 1988; or

(2) Separated from Government serv-
ice on or after October 2, 1992; or

(3) Is not covered in paragraphs (a) or
(b) of this section; or

(d) An immediate family member of
an SES employee who died:

(1) In Government service on or after
January 1, 1994; or

(2) After separating from Govern-
ment service but before travel and/or
transportation authorized under this
subpart were completed.

§302-3.305 Who is not eligible for SES
separation relocation expense al-
lowances?

You are not eligible for SES separa-
tion relocation expense allowances if:

(a) You are a career appointee to an
SES position, and your appointment is
a limited term, limited emergency, or
a noncareer appointment. (See 5 U.S.C.
3132(a)(5) through (7)); or

(b) You are an appointee to the Gov-
ernment but do not meet the criteria
status within §302-3.304.

§302-3.306 If I meet the conditions in
§302-3.307, what expenses am I al-
lowed under separation for retire-
ment travel?

If you meet the conditions in §302-
3.307, see item 7 of Tables A and C in
§302.3.101.
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§302-3.307 Under what conditions
may I receive separation relocation
travel for my family and me?

You may receive separation reloca-
tion travel for you and your family if:

(a) You are a career appointee as de-
fined in 5 U.S.C. 3132(a)(4), and you
were transferred or reassigned geo-
graphically in the interest of and at
the expense of the Government from
one official station to another for per-
manent duty from:

(1) An SES career appointment to an-
other SES career appointment; or

(2) An SES career appointment to an
appointment outside the SES at a rate
of pay equal to or higher than Level V
of the Executive Schedule, and the em-
ployee elects to retain SES retirement
benefits under 5 U.S.C. 3392; or

(3) A non-SES career appointment at
the time of your transfer or assign-
ment, which includes an appointment
in a civil service position outside the
SES, to an SES career appointment;

(b) At the time of the transfer or re-
assignment:

(1) You were eligible to receive an an-
nuity for optional retirement under
section 8336(a), (b), (c), (e), (f), or (j) or
subchapter 111 of chapter 83 (Civil Serv-
ice Retirement System (CSRS)) or
under section 8412 of subchapter Il of
chapter 84 (Federal Employees Retire-
ment System (FERS)) of title, 5 U.S.C,;
or

(2) You were within 5 years of eligi-
bility to receive an annuity for op-
tional retirement under one of the au-
thorities in paragraph (b)(1) of this sec-
tion; or

(3) You were eligible to receive an an-
nuity based on discontinued service re-
tirement or early voluntary retirement
under an OPM authorization, under
section 8336(d) of subchapter Il1l1 of
chapter 83, or under 8414(b) of sub-
chapter Il of chapter 84 of title 5,
U.Ss.C,;

(c) You separate from Federal service
on or after September 22, 1988;

(d) You are eligible to receive an an-
nuity upon separation (or, in the case
of death, you met the requirements for
being considered eligible to receive an
annuity, as of the date of death) under
the provisions of subchapter Il of
chapter 83 (CSRS) or chapter 84 (FERS)
of title 5, U.S.C., including an annuity

§302-3.312

based on optional retirement, discon-
tinued service retirement, early vol-
untary retirement under an OPM au-
thorization, or disability retirement;
and

(e) You have not previously received
separation relocation benefits from the
Government for retirement.

§302-3.308 Do I have to provide my
agency with any special documents
before receiving reimbursement for
moving expenses?

Yes, before receiving reimbursement
for moving expenses, you must submit
a request to your agency for authoriza-
tion and approval of your moving ex-
penses with your tentative moving
dates and the origin and destination lo-
cation of your planned move, within
the timeframe and format specified by
your agency.

§302-3.309 Where should my travel
and transportation begin?

Your travel and shipment of your
HHG should begin from your last offi-
cial station.

§302-3.310 Where will I be authorized
to separate?

You will be authorized to separate at
the place where you have chosen to re-
side within the United States.

§302-3.311 May I receive reimburse-
ment for travel and transportation
from an alternate location other
than the duty station?

You will only be reimbursed for ex-
penses up to the cost of travel and
transportation expenses from your au-
thorized official station to the place in
the U.S. you have elected to reside.
Any additional cost you will have to

pay.

§302-3.312 Upon separation, if I elect
to reside in a different geographical
area which is less than 50 miles
from my official station, will I re-
ceive reimbursement?

No, if upon separation you elect to
reside in a different geographical area
which is less than 50 miles from your
official station, you will not receive re-
imbursement.
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§302-3.313 May I have my household
goods transported from more than
one location?

Yes, you may have your household
goods transported from more than one
location. However, you will only re-
ceive reimbursement based on the cost
of shipment from your official station,
in one lot by the most economical
route to the location where you elect
to return. You will have to pay for any
cost above what is authorized.

§302-3.314 Is there a time limit when I
must begin my travel and transpor-
tation upon separation?

Yes, all travel and transportation of
household goods must begin no later
than six months after:

(a) Your date of separation; or

(b) The date of death of the employee
who died before separation.

§302-3.315 May I be granted an exten-
sion on beginning my separation
travel?

Your agency may grant you or your
family member (in case of your death)
an extension on beginning your separa-
tion travel, not to exceed 2 years from
your effective date of separation or
death if you died before separating.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18337, Apr. 1, 2011, §302-3.315 was re-
vised, effective Aug. 1, 2011. For the conven-
ience of the user, the revised text is set forth
as follows:

§302-3.315 May I be granted an extension to
the time limit for beginning my separa-
tion travel?

Yes, your agency may grant you or your
immediate family member(s) (in case of your
death) an extension to the time limit for be-
ginning your separation travel, for up to two
years from your effective date of separation
or death, if death occurs before separation.

Subpart E—Employee’s Temporary
Change Of Station

§302-3.400 What is a “temporary
change of station (TCS)”?

A TCS means the relocation to a new
official station for a temporary period
while performing a long-term assign-
ment, and subsequent return to the
previous official station upon comple-
tion of that assignment.
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§302-3.401 What is the purpose of a
TCS?

A TCS provides agencies an alter-
native to a long-term temporary duty
travel assignment which will increase
your satisfaction and enhance morale,
reduce your income tax liability, and
save the Government money.

§302-3.402 When am I eligible for a
TCS?

You are eligible for a TCS when you
are directed to perform a TCS at a
long-term duty location, and you oth-
erwise would be eligible for payment of
temporary duty travel allowances au-
thorized under chapter 301 of this title.
For exceptions, see §302-3.403.

§302-3.403 Who is not eligible for a
TCS?

The following individuals are not eli-
gible for a TCS:

(a) A new appointee;

(b) An employee assigned to or from
a State or local Government under the
Intergovernmental Personnel Act (5
U.S.C. 3372 et seq.);

(c) An individual employed intermit-
tently in the Government service as a
consultant or expert and paid on a
daily when-actually-employed (WAE)
basis;

(d) An individual serving without pay
or at $1 a year; or

(e) An employee assigned under the
Government Employees Training Act (5
U.S.C. 4109).

§302-3.404 Under what circumstances
will my agency authorize a TCS?

Your agency will authorize a TCS
when:

(a) It is necessary to accomplish the
mission of the agency effectively and
economically, and

(b) You are directed to perform a
long-term assignment at another offi-
cial station; or

(c) Your agency otherwise could au-
thorize temporary duty travel and pay
travel allowances, including payment
of subsistence expenses, under chapter
301 of this title for the long-term as-
signment; or

(d) Your agency determines it would
be more advantageous, cost and other
factors considered, to authorize a long-
term assignment; and
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(e) You meet any additional condi-
tions your agency has established.

§302-3.405 If my agency authorizes a
TCS, do I have the option of elect-
ing payment of per diem expenses
under part 301-11 of this title?

No, you do not have the option of
electing payment of per diem expenses
under part 301-11 of this title if your
agency authorized a TCS.

§302-3.406 How long must my assign-
ment be for me to qualify for a
TCS?

To qualify for a TCS, your assign-
ment must be not less than 6 months,
nor more than 30 months.

§302-3.407 What is the effect on my
TCS reimbursement if my assign-
ment lasts less than 6 months?

Your agency may authorize a TCS
only when a TCS is expected to last 6
months or more. If your assignment is
cut short for reasons other than sepa-
ration from Government service, you
will be paid TCS expenses.

§302-3.408 What is the effect on my
TCS reimbursement if my assign-
ment lasts more than 30 months?

If your assignment exceeds 30
months, your agency:

(a) Must permanently assign you to
your temporary official station or re-
turn you to your previous official sta-
tion;

(b) May not pay for extended storage
or property management services in-
curred after the last day of the thir-
tieth month; and

(c) Must pay the expenses of return-
ing you and your immediate family and
household goods to your previous offi-
cial station unless you are perma-
nently assigned to your temporary offi-
cial station.

§302-3.409 Is there any required min-
imum distance between an official
station and a TCS location that
must be met for me to qualify for a
TCS?

No, there is no required minimum
distance between an official station
and a TCS location that must be met
for you to qualify for a TCS. However,
your agency may establish the area

§302-3.413

within which it will not authorize a
TCS.

§302-3.410 Must I sign a service agree-
ment to qualify for a TCS?

No, you do not need to sign a service
agreement to qualify for a TCS.

§302-3.411 What is my official station
during my TCS?
Your official station during your TCS
is the location of your TCS.

EXPENSES PAID UPON ASSIGNMENT

§302-3.412 What expenses must my
agency pay?

Your agency must pay:

(@) Travel, including per diem, for
you and your immediate family under
part 302-4 of this chapter;

(b) Transportation and temporary
storage of your household goods under
part 302-7 of this chapter;

(c) Extended storage when it is nec-
essary as approved by your agency
under part 302-8 of this chapter;

(d) Transportation of a mobile home
instead of transportation of household
goods under part 302-10 of this chapter;

(e) A miscellaneous expenses allow-
ance under part 302-16 of this chapter;

(f) Transportation of a privately
owned vehicle(s) under part 302-9 of
this chapter; and

(g) A relocation income tax allow-
ance under part 302-17 of this chapter
for additional income taxes you incur
on payments your agency makes under
the authority of this section for your
relocation expenses.

§302-3.413 Are there other expenses
that my agency may pay?

Yes, your agency may pay:

(a) Househunting trip expenses under
part 302-5 of this chapter;

(b) Temporary quarters subsistence
expenses under part 302-6 of this chap-
ter; and

(c) Reimbursement for Property Man-
agement Services under part 302-15 of
this chapter.
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EXPENSES PAID DURING ASSIGNMENT

§302-3.414 If my agency authorizes a
TCS, will it pay for extended stor-
age of my household goods?

Yes, if your agency authorizes a TCS,
it will pay for extended storage when it
is necessary. Extended storage ex-
penses include:

(a) Packing/unpacking;

(b) Crating/uncrating;

(c) Transporting to and from place of
storage;

(d) Charges while in storage; and

(e) Other necessary charges directly
related to storage.

§302-3.415 How long may my agency
pay for extended storage of house-
hold goods?

Your agency may pay for extended
storage of household goods for the du-
ration of your TCS.

§302-3.416 Is there any limitation on
the combined weight of household
goods I may transport and store at
Government expense?

Yes, the maximum combined weight
is 18,000 pounds net weight. If you
transport and/or store household goods
in excess of the maximum weight al-
lowance, you will be responsible for
any excess cost.

§302-3.417 Will I have to pay any in-
come tax if my agency pays for ex-
tended storage of my household
goods?

You will be subject to income taxes
on the amount of extended storage ex-
penses your agency pays. However,
your agency will pay you a relocation
income tax allowance under part 302-17
of this chapter for substantially all of
the additional Federal, State and local
income taxes you incur on the expenses
your agency pays.

§302-3.418 Will my agency pay for
property management services
when I am authorized a TCS?

Yes, your agency will reimburse you
directly for expenses you incur or
make payments on your behalf to a re-
location services company, if you so
choose. The term ‘‘property manage-
ment services” refers to a program pro-
vided by a private company for a fee,
which assists you in managing your
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residence at your previous official sta-
tion as a rental property. Services pro-
vided by the company may include, but
are not limited to, obtaining a tenant,
negotiating a lease, inspecting the
property regularly, managing repairs
and maintenance, enforcing lease
terms, collecting rent, paying the
mortgage and other carrying expenses
from rental proceeds and/or fund of the
employee, and accounting for the
transactions and providing periodic re-
ports to the employee.

§302-3.419 For what property will my
agency pay property management
services?

Your agency will only pay for the
property from which you commuted to/
from work on a daily basis at your pre-
vious official station.

§302-3.420 How long will my agency
pay for property management serv-
ices?

Your agency will pay for property
management services for the duration
of your TCS.

§302-3.421 What are the income tax
consequences when my agency pays
for property management services?

When your agency pays for property
management services:

(@) You will be taxed on the amount
of property management expenses your
agency pays, whether it reimburses
you directly for your expenses or pays
a relocation services company to man-
age your residence; and

(b) Your agency will pay you a relo-
cation income tax allowance under
part 302-17 of this chapter for substan-
tially all of the additional Federal,
State and local income taxes you incur
on the expenses your agency pays.

NOTE TO §302-3.421: You may wish to con-
sult with a tax advisor to determine whether
you will incur any additional tax liability,
unrelated to your agency’s payment of your
property management expenses, as a result
of maintaining your residence as a rental
property.
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EXPENSES PAID UPON COMPLETION OF
ASSIGNMENT OR UPON SEPARATION
FROM GOVERNMENT SERVICE

§302-3.422 What expenses will my
agency pay when I complete my
TCS?

Your agency will pay for the fol-
lowing expenses in connection with
your return to your previous official
station:

(@) Travel, including per diem, for
you and your immediate family under
part 302-4 of this chapter;

(b) Transportation and temporary
storage of your household good under
part 302-7 of this chapter;

(c) Transportation of a mobile home
instead of transportation of our house-
hold goods under part 302-10 of this
chapter;

(d) Temporary quarters subsistence
expenses under part 302-6 of this chap-
ter;

(e) A miscellaneous expenses allow-
ance under part 302-16 of this chapter;

(f) Transportation of a privately
owned vehicle(s) under part of this
chapter; and

(g) A relocation income tax allow-
ance under part 302-17 of this chapter
for additional income taxes you incur
on payments your agency makes under
the authority of this part for your relo-
cation expenses.

§302-3.423 If I separate from Govern-
ment service upon completion of
my TCS, what relocation expenses
will my agency pay upon my sepa-
ration?

If you separate from Government
service upon completion of your TCS,
your agency will upon your separation,
pay the same relocation expenses it
would have paid had you not separated
from Government service upon comple-
tion of your TCS.

§302-3.424 If I separate from Govern-
ment service prior to completion of
my TCS, what relocation expenses
will my agency pay upon my sepa-
ration?

If you separate from Government
service prior to completion of your
TCS for reasons beyond your control
that are acceptable to your agency,
your agency will pay the same reloca-
tion expenses it would pay under §302-

§302-3.427

3.423. If this is not the case, the ex-
penses your agency pays may not ex-
ceed the reimbursement that you
would have received under this chapter
or chapter 301 of this title whichever
your agency determines to be in the
best interest of the Government.

§302-3.425 If I have been authorized
successive temporary changes of
station and reassigned from one
temporary official station to an-
other, what expenses will my agen-
cy pay upon completion of my last
assignment or my separation from
Government service?

Your agency will pay the expenses
authorized in §302-3.422 for your reloca-
tion from your current temporary offi-
cial station to your last permanent of-
ficial station.

PERMANENT ASSIGNMENT TO TEMPORARY
OFFICIAL STATION

§302-3.426 How is payment of my TCS
expenses affected if I am perma-
nently assigned to my temporary of-
ficial station?

Payment of TCS expenses stops once
your temporary official station be-
comes your permanent official station.
Your agency may not pay any TCS ex-
penses incurred beginning the day your
temporary official station becomes
your permanent official station.

§302-3.427 What relocation allowances
may my agency pay when I am per-
manently assigned to my temporary
official station?

When you are permanently assigned
to your temporary official station,
your agency may pay:

(a) Travel, including per diem, in ac-
cordance with part 302-4 of this chap-
ter, for one round trip between your
temporary official station and your
previous official station, for you and
members of your immediate family
who relocated to the temporary official
station with you. Your agency may
also pay the same expenses for a one-
way trip from the previous official sta-
tion to the new permanent official sta-
tion for any immediate family mem-
bers who did not accompany you to the
temporary official station;

(b) Residence transaction expenses
under part 302-11 of this chapter;
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(c) Property management expenses
under part 302-15 of this chapter;

(d) Relocation services under part
302-12 of this chapter;

(e) Temporary quarters subsistence
expenses in accordance with part 302-6
of this chapter;

(f) Transportation of household goods
not previously transported to the tem-
porary official station under part 302-7
of this chapter; and

(g) Transportation of a privately
owned vehicle(s) not previously trans-
ported to the temporary official sta-
tion under §302-9.6 of this chapter.

§302-3.428 If I am permanently as-
signed to my temporary official sta-
tion, is there any limitation on the
weight of household goods I may
transport at Government expense
to my official station?

Yes. If you are permanently assigned
to your temporary official station, you
are limited to 18,000 pounds net weight
for household goods you may transport
at Government expense to your official
station. This maximum weight will be
reduced by the weight of any household
goods transported at Government ex-
pense to your temporary official sta-
tion under your TCS authorization.
Subject to the 18,000 pound limit, your
agency will pay to transport any
household goods in extended storage to
your official station. Additionally, if
you change your residence as a result
of your permanent assignment to your
temporary official station, your agency
may pay for transporting your house-
hold goods, subject to the 18,000-pound
limit, between the residence you occu-
pied during your temporary assign-
ment and your new residence.

§302-3.429 Are there any relocation al-
lowances my agency may not pay if
I am permanently assigned to my
temporary official station?

If you are permanently assigned to
your temporary official station, your
agency may not pay:

(a) Expenses of a househunting trip
for you and your spouse to your tem-
porary official station under part 302-5
of this chapter; or

(b) Residence transaction expenses
for selling a residence or breaking a
lease at the temporary official station
under part 302-11 of this chapter.
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Subpart F—Agency
Responsibilities

NOTE TO SUBPART F: Use of pronouns “‘we”’,
“you’, and their variants throughout this
subpart refers to the agency.

§302-3.500 What governing policies
and procedures must we establish
for paying a relocation allowance
under this part 302-3?

You must establish how you will im-
plement policies that are required for
this part, which include;

(a) When you will pay relocation ex-
penses if an employee violates his/her
service agreement;

(b) When you will authorize separate
relocation allowances to an employee
and an employee’s immediate family
member that are both transferring to
the same official station;

(c) When you will grant an employee
and/or the employee’s immediate fam-
ily member(s) an extension on begin-
ning separation travel;

(d) When you will allow an employee
to arrange his/her own relocation upon
separation;

(e) When you will authorize a tem-
porary change of station (TCS);

(f) When you will define an area not
to reimburse for a TCS;

(9) When you will pay extended stor-
age of household goods for TCS; and

(h) What relocation allowances you
will and will not pay when an employee
is permanently assigned to a tem-
porary official station.

§302-3.501 Must we establish any spe-
cific procedures for paying a reloca-
tion allowance to new appointees?

Yes, you must establish specific
guidelines for paying a relocation al-
lowance to new appointees. These
guidelines must establish the:

(a) Criteria in accordance with 5 CFR
part 572 on how you will determine if a
new appointee is eligible for the reloca-
tion allowances authorized therein; and

(b) Procedures which will provide
new appointees with information sur-
rounding his/her benefits.
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§302-3.502 What factors should we
consider in determining whether to
authorize a TCS for a long-term as-
signment?

You should consider the following
factors in determining whether to au-
thorize a TCS:

(a) Cost considerations. You should
consider the cost of each alternative. A
long-term temporary duty travel as-
signment requires the payment of ei-
ther per diem or actual subsistence ex-
penses for the entire period of the as-
signment. This could be very costly to
the agency over an extended period. A
TCS will require fairly substantial re-
location allowance payments at the be-
ginning and end of the assignment, and
less substantial payments for extended
storage and property management
services, when authorized, during the
period of the assignment. Agencies
should estimate the total cost of each
alternative and authorize the one that
is most advantageous for the agency,
cost and other factors considered;

(b) Tax considerations. An employee
who performs a temporary duty travel
assignment exceeding one year at a
single location is subject to income
taxation of his/her travel expense reim-
bursements. The Income Tax Reim-
bursement Allowance (ITRA) allows for
the reimbursement of Federal, State
and local income taxes incurred as a
result of an extended temporary duty
assignment (see §§301-11.501 through
301-11.640 of this title). An employee
who is authorized and performs a TCS
also will be subject to income taxation
of some, but not all, of his/her TCS ex-
penses. You will pay an offsetting Relo-
cation Income Tax (RIT) allowance on
an employee’s TCS expense reimburse-
ments; and

(c) Employee concerns. The long-term
assignment of an employee away from
his/her official station and immediate
family may negatively affect the em-
ployee’s morale and job performance.
Such negative effects may be allevi-
ated by authorizing a TCS so the em-
ployee can transport his/her immediate
family and/or household goods at Gov-
ernment expense to the location where
he/she will perform the long-term as-
signment. You should consider the ef-
fects of a long-term temporary duty
travel assignment on an employee

§302-3.505

when deciding whether to authorize a
TCS.

SERVICE AGREEMENTS

§302-3.503 Must we require employees
to sign a service agreement?

Yes, you must require employees to
sign a service agreement if the em-
ployee is receiving reimbursement for
relocation travel expenses, except as
provided in §302-3.410 for a temporary
change of station.

§302-3.504 What information should
we include in a service agreement?

The service agreement should in-
clude, but not be limited to the fol-
lowing:

(a) The employee’s name;

(b) The employee’s effective date of
transfer or appointment;

(c) The employee’s actual place of
residence at the time of appointment;

(d) The name of all dependents that
are authorized to travel under the TA;

(e) Detailed information regarding
the employee’s obligation to repay
funds spent on his/her relocation as a
debt due the Government if the service
agreement is violated;

(f) The employee’s agreed period of
time (see §302-3.505) to remain in serv-
ice; and

(g) The employee’s signature accept-
ing the terms of the agreement.

§302-3.505 How long must we require
an employee to agree to the terms
of a service agreement?

You must require an employee to
agree to the terms of a service agree-
ment:

(a) Within the continental United
States for a period of service of not less
than 12 months following the effective
date of your transfer;

(b) Outside the continental United
States for an agreed upon period of
service of not more than 36 months or
less than 12 months following the effec-
tive date of transfer;

(c) Department of Defense Overseas
Dependent School System teachers for
a period of not less than one school
year as determined under chapter 25 of
Title 20, United States Code; and

(d) Renewal agreement travel for a
period of not less than 12 months from
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the date of return to the same or dif-
ferent overseas duty station.

§302-3.506 May we pay relocation ex-
penses if the employee violates his/
her service agreement?

If an employee does not fulfill the
terms of the service agreement, the
employee is indebted to the Govern-
ment for all relocation expenses that
have been reimbursed to the employee
or that have been paid directly by the
Government. However, if the reasons
for not fulfilling the terms of the serv-
ice agreement are beyond the employ-
ee’s control and acceptable to the agen-
cy, you may release the employee from
the service agreement and waive any
indebtedness.

NEW APPOINTEES

§302-3.507 Once we authorize reloca-
tion expenses for new appointees or
student trainees what expenses
must we pay?

Once you authorize relocation ex-
penses for new appointees or student
trainees, you must pay expenses in ac-
cordance with §302-3.2.

§302-3.508 What relocation expenses
are not authorized for new ap-
pointees or student trainees?

You must not pay any expenses to
new appointees or student trainees for
a relocation that are not listed under
§302-3.2.

OVERSEAS ASSIGNMENT AND RETURN

§302-3.509 What policies must we fol-
low when appointing an employee
to an overseas assignment?

When appointing an employee to an
overseas assignment, you must:

(a) Establish the employee’s actual
place of residence at the time of ap-
pointment and state it in his/her serv-
ice agreement;

(b) Use guidance in 8 U.S.C. 1101(33)
which states that ‘“The term residence
means the place of general abode; the
place of general abode of a person
means his principal, actual dwelling
place in fact, without regard to in-
tent”’, for establishing places of resi-
dence; and
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(c) Require the employee to sign the
service agreement prior to his/her relo-
cation.

§302-3.510 When must we pay return
travel for immediate family mem-
bers?

You must pay transportation ex-
penses for one-way return travel of im-
mediate family members when the em-
ployee has successfully completed his/
her service agreement period OCONUS.

§302-3.511 What must we consider
when determining return travel for
immediate family member(s) for
compassionate reasons prior to
completion of the service agree-
ment?

You must determine that the public
interest requires the return of the im-
mediate family for compelling personal
reasons of a humanitarian or compas-
sionate nature, which may involve:

(a) His/her physical or mental health;

(b) The death of a member of the im-
mediate family;

(c) Obligations imposed by authority
or circumstances over which the indi-
vidual has no control;

(d) The divorce or annulment of the
employee’s marriage; or

(e) A dependent that traveled to post
of duty on the employee’s authorized
TA and has now reached his/her 21st
birthdate.

§302-3.512 How many times are we re-
quired to pay for an employee’s re-
turn travel?

You must pay for return travel and
transportation of an employee only
once at the end of each agreed period of
service.

OVERSEAS TOUR RENEWAL TRAVEL

§302-3.513 May we allow a travel ad-
vance for tour renewal agreement
travel?

No, you cannot allow a travel ad-
vance for tour renewal agreement trav-
el.

§302-3.514 Under what conditions
must we pay for tour renewal
agreement travel?

You must pay tour renewal agree-
ment travel when:
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(a) The employee has completed the
agreed upon period of service outside
CONUS;

(b) The employee has agreed to serve
another OCONUS tour of duty at the
same or different duty station; and

(¢) You have determined that the em-
ployee meets the special rules under
§302-3.515 for Alaska or Hawaii.

§302-3.515 What special rules must we
apply for reimbursement of tour re-
newal travel for employees sta-
tioned, assigned, appointed or
transferred to/from Alaska or Ha-
waii?

The following rules apply:

(a) If on September 8, 1982 the em-
ployee was serving or committed to
serve a tour of duty in Alaska or Ha-
waii then the employee shall continue
to receive reimbursement for tour re-
newal agreement travel;

(b) After September 8, 1982 you must
determine that tour renewal agreement
travel expenses are necessary for the

§302-3.517

purposes of recruiting and retaining
employees and you must inform em-
ployees in writing that tour renewal
agreement travel for the purposes of
recruiting and retention is limited to
two round trips beginning within 5
years after the date the employee first
begins any period of consecutive tours
of duty.

SES SEPARATION FOR RETIREMENT

§302-3.516 What must we do before
issuing payment for SES separa-
tion-relocation travel?

Before issuing payment for separa-
tion-relocation travel, you must estab-
lish timeframes for employees to sub-
mit request for authorization and ap-
proval of relocation expenses.

§302-3.517 May we issue travel ad-
vances for separation relocation?

No, travel advances for separation re-
location may not be authorized.
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SUBCHAPTER C—PERMANENT CHANGE OF STATION (PCS)
ALLOWANCES FOR SUBSISTENCE AND TRANSPORTATION

EXPENSES

PART 302-4—ALLOWANCES FOR
SUBSISTENCE AND TRANSPOR-
TATION

Subpart A—Eligibility

Sec.

302-4.1 What is a permanent change of sta-
tion (PCS)?

302-4.2 Am | eligible for subsistence and

transportation allowances for PCS travel
under this part?

Subpart B—Travel Expenses

302-4.100 What PCS travel expenses will my
immediate family members receive?

302-4.101 Must my immediate family mem-
ber(s) and | begin PCS travel at the old
official station and end at the new offi-
cial station?

Subpart C—Per Diem

302-4.200 What per diem rate will | receive
for en route relocation travel within
CONUS?

302-4.201 How are my authorized en route
travel days and per diem determined for
relocation travel?

302-4.202 Are there any circumstances in
which a per diem allowance for my im-
mediate family members is not allowed?

TRANSFERRED EMPLOYEES ONLY

302-4.203 How much per diem will my spouse
or domestic partner receive if he/she ac-
companies me while I am performing
PCS travel?

302-4.204 If my spouse or domestic partner
does not accompany me but travels unac-
companied at a different time, what per
diem rate will he/she receive?

302-4.205 If my spouse or domestic partner
and | travel on the same days along the
same general route by using more than
one POV, is my spouse or domestic part-
ner considered unaccompanied?

302-4.206 How much per diem will my imme-
diate family receive?

Subpart D—Mileage Rates for Use of POV

302-4.300 What is the POV mileage rate for
PCS travel?

302-4.301 Do the rates in §302-4.300 apply if |
am performing overseas tour renewal
agreement travel?

302-4.302 Are there circumstances that
would allow me to receive a higher mile-
age rate OCONUS?

302-4.303 For relocation within the conti-
nental United States (CONUS), may | use
the actual expense method of reimburse-
ment instead of the POV mileage rate
specified in §302-4.300?

302-4.304 For relocation outside the conti-
nental United States (OCONUS), may my
agency allow actual expense reimburse-
ment instead of the POV mileage rate for
PCS travel?

Subpart E—Daily Driving Distance
Requirements

302-4.400 Will I be required to drive a min-
imum distance per day?

302-4.401 Are there exceptions to this daily
minimum?

302-4.402 Will | be required to document the
circumstances causing the delay?

302-4.403 Does this exception require au-
thorization by my approving official?

Subpart F—Use of More Than One POV

302-4.500 If I am authorized to use more
than one POV, what are the allowances?

302-4.501 If 1 use an additional POV that was
not authorized for PCS travel, will | be
reimbursed for the additional POV?

Subpart G—Advance Of Funds

302-4.600 May | request an advance of funds
for per diem and mileage allowances for
PCS travel?

Subpart H—Agency Responsibilities

302-4.700 What governing policies must we
establish for payment of allowances for
subsistence and transportation expenses?

302-4.701 What PCS travel expenses must we
pay?

302-4.702 What PCS travel expenses must we
pay for the employee’s immediate family
members?

302-4.703 How do we compute the per diem
for an established minimum driving dis-
tance per day?

302-4.704 Must we require a minimum driv-
ing distance per day?

302-4.705 What are the allowances if the em-
ployee uses more POVs than authorized?

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905 (a);
E.O. 11609, 36 FR 13747, 3 CFR, 1971-1973
Comp., p. 586.
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SOURCE: FTR Amdt. 98, 66 FR 58196, Nov.
20, 2001, unless otherwise noted.

Subpart A—Eligibility

NOTE TO SUBPART A: Use of pronouns ““I”,
“you’”, and their variants throughout this
subpart refers to the employee, unless other-
wise noted.

§302-4.1 What is a permanent change
of station (PCS)?

A permanent change of station (PCS)
is an assignment of a new appointee to
an official station or the transfer of an
employee from one official station to
another on a permanent basis.

§302-4.2 Am I eligible for subsistence
and transportation allowances for
PCS travel under this part?

Yes, you are eligible for subsistence
and transportation allowances for PCS
travel if your agency specifically au-
thorizes relocation expenses under this
part and are:

(a) Transferred employees (within or
outside CONUS);

(b) New appointees (within or outside
CONUS); and

(c¢) An employee(s) assigned to posts
of duty outside CONUS in connection
with either overseas tour renewal
agreement travel or return travel to
places of residence for separation.

NOTE TO §302-4.2: Also see tables at §§302-
3.2 and 302-3.101.

Subpart B—Travel Expenses

§302-4.100 What PCS travel expenses
will my immediate family members
receive?

Except as specifically provided in
§302-4.202, the rules (for TDY travel) in
chapter 301 of this title will be used for
payment of the travel expenses of your
immediate family members.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18337, Apr. 1, 2011, §302-4.100 was
amended by removing ‘§302-4.202” and add-
ing “*8§302-4.202 and 302-5.13" in its place, ef-
fective Aug. 1, 2011.

§302-4.101 Must my immediate family
member(s) and I begin PCS travel
at the old official station and end at
the new official station?

No, if an alternate location is used,
reimbursement is limited to the allow-

§302-4.202

able cost by the usually traveled route
between your old and new official sta-
tions.

Subpart C—Per Diem

§302-4.200 What per diem rate will I
receive for en route relocation trav-
el within CONUS?

Your per diem for en route relocation
travel between your old and new offi-
cial stations will be at the standard
CONUS rate (see applicable FTR Per
Diem Bulletins available on the Inter-
net at http://www.gsa.gov/perdiem). You
will be reimbursed in accordance with
§§301-11.100 through 301-11.102 of this
title.

[FTR Amdt. 2003-03, 68 FR 22314, Apr. 28, 2003]

§302-4.201 How are my authorized en
route travel days and per diem de-
termined for relocation travel?

Your authorized en route travel days
and per diem are determined as follows:
The number of authorized travel days
is the actual number of days used to
complete the trip, but not to exceed an
amount based on a minimum driving
distance per day determined to be rea-
sonable by your agency. The minimum
driving distance shall be not less than
an average of 300 miles per calendar
day. An exception to the daily min-
imum driving distance may be made
when delay is beyond control of the
employee, such as when it results from
acts of God or restrictions by Govern-
ment officials; when the employee is
physically handicapped; or for other
reasons acceptable to the agency.

§302-4.202 Are there any cir-
cumstances in which a per diem al-
lowance for my immediate family
members is not allowed?

Yes, per diem for your immediate
family members cannot be authorized
if you are:

(a) A new appointee;

(b) Assigned to posts of duty outside
CONUS returning to place of actual
residence for separation; or

(c) Being relocated under the Govern-
ment Employees Training Act (5 U.S.C.
4109).
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§302-4.203

TRANSFERRED EMPLOYEES ONLY

§302-4.203 How much per diem will
my spouse or domestic partner re-
ceive if he/she accompanies me
while I am performing PCS travel?

The maximum amount your spouse
or domestic partner may receive if he/
she accompanies you while you are per-
forming PCS travel is three-fourths of
your daily per diem rate.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as
amended by FTR Amdt. 2010-06, 75 FR 67631,
Nov. 3, 2010]

§302-4.204 If my spouse or domestic
partner does not accompany me but
travels unaccompanied at a dif-
ferent time, what per diem rate will
he/she receive?

If your spouse or domestic partner
does not accompany you but travels
unaccompanied at a different time, he/
she will receive the same per diem rate
to which you are entitled.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as
amended by FTR Amdt. 2010-06, 75 FR 67631,
Nov. 3, 2010]

§302-4.205 If my spouse or domestic
partner and I travel on the same
days along the same general route
by using more than one POV, is my
spouse or domestic partner consid-
ered unaccompanied?

No; for per diem purposes, you and
your spouse or domestic partner are
considered to be traveling together if
you travel on the same days along the
same general route by using more than
one POV.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as
amended by FTR Amdt. 2010-06, 75 FR 67631,
Nov. 3, 2010]

§302-4.206 How much per diem will
my immediate family receive?
Immediate family members age 12 or
older receive three-fourths of your per
diem rate, and children under 12 re-
ceive one-half of your per diem rate.

Subpart D—Mileage Rates for Use
of POV

§302-4.300 What is the POV mileage
rate for PCS travel?

For approved/authorized PCS travel
by POV, the mileage reimbursement
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rate is the same as the moving expense
mileage rate established by the Inter-
nal Revenue Service (IRS) for moving
expense deductions. See IRS guidance
available on the Internet at
www.irs.gov. GSA publishes the rate for
mileage reimbursement in an FTR Bul-
letin on an intermittent basis. You
may find the FTR Bulletins at
www.gsa.gov/relo.

[FTR Amdt. 2007-06, 72 FR 70235, Dec. 11, 2007]

§302-4.301 Do the rates in §302-4.300
apply if I am performing overseas
tour renewal agreement travel?

No, POV mileage must not be author-
ized for overseas tour renewal agree-
ment travel.

§302-4.302 Are there circumstances
that would allow me to receive a
higher mileage rate OCONUS?

Yes, your agency may authorize a
higher mileage rate at a rate not to ex-
ceed the maximum rate prescribed in
§301-10.303 of this title when:

(@) You are expected to use the POV
on official business at the new official
station;

(b) The common carrier rates for the
facilities provided between the old and
new official stations, the related con-
structive taxicab fares to and from ter-
minals, and the per diem allowances
prescribed under this part justify a
higher mileage rate as advantageous to
the Government as determined by your
agency; or

(c) The costs of driving the POV to,
from, or between official stations lo-
cated outside CONUS justify a higher
mileage rate as advantageous to the
Government.

§302-4.303 For relocation within the
continental United States (CONUS),
may I use the actual expense meth-
od of reimbursement instead of the
POV mileage rate specified in § 302-
4.300?

No, for a PCS relocation within
CONUS involving POV usage, your
agency will reimburse you at the
standard mileage rate specified in §302-
4.300.

[72 FR 35188, June 27, 2007]
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§302-4.304 For relocation outside the
continental United States
(OCONUS), may my agency allow
actual expense reimbursement in-
stead of the POV mileage rate for
PCS travel?

Yes, for an OCONUS relocation in-
volving POV usage, your agency may
allow reimbursement of certain actual
expenses of using the POV (i.e., fuel
plus the additional expenses listed in
§301-10.304).

[FTR Amdt. 2007-06, 72 FR 70235, Dec. 11, 2007]

Subpart E—Daily Driving Distance
Requirements

§302-4.400 Will I be required to drive
a minimum distance per day?

Yes, your agency may establish a
reasonable minimum driving distance
that may be more than, but not less
than an average of 300 miles per cal-
endar day.

§302-4.401 Are there exceptions to this
daily minimum?

Yes, your agency may authorize ex-
ceptions to the daily minimum driving
distance when there is a delay beyond
your control such as acts of God, re-
strictions by Governmental authori-
ties, or other acceptable reasons; e.g., a
physical handicap or special needs.
Your agency must have a designated
approving official authorize the excep-
tion.

§302-4.402 Will I be required to docu-
ment the circumstances causing the
delay?

Yes, you must provide a statement
on your travel claim explaining the
circumstances that caused the delay.

§302-4.403 Does this exception require
authorization by my approving offi-
cial?

Yes, authorization by your approving
official is required for any exception to
the daily minimum driving distance.

§302-4.700

Subpart F—Use of More Than One
POV

§302-4.500 If I am authorized to use
more than one POV, what are the
allowances?

When you are authorized to use more
than one POV, the allowances under
§8302-4.300 and 302-4.302 apply for each
POV.

§302-4.501 If I use an additional POV
that was not authorized for PCS
travel, will I be reimbursed for the
additional POV?

No, your agency must authorize you
reimbursement of the use of more than
one POV before you are entitled to re-
imbursement.

Subpart G—Advance of Funds

§302-4.600 May I request an advance
of funds for per diem and mileage
allowances for PCS travel?

You may request advance of funds for
per diem and mileage allowances for
PCS travel, except for overseas tour re-
newal agreement travel.

Subpart H—Agency
Responsibilities

NOTE TO SUBPART H: Use of pronouns ‘“‘we”’,
“you”, and their variants throughout this
subpart refers to the agency, unless other-
wise noted.

§302-4.700 What governing policies
must we establish for payment of
allowances for subsistence and
transportation expenses?

For payment of allowances for sub-
sistence and transportation expenses,
you must establish policy and proce-
dures governing:

(a) How you will implement the regu-
lations throughout this part;

(b) A reasonable minimum driving
distance per day that may be more
than, but not less than an average of
300 miles per calendar day when use of
a POV is used for PCS travel and when
you will authorize an exception;

(c) Designation of an agency approv-
ing official who will authorize an ex-
ception to the daily minimum driving
distance; and

(d) When you will authorize the use
of more than one POV for PCS travel.
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§302-4.701

§302-4.701 What PCS travel expenses
must we pay?

Except as specifically provided in
this chapter, PCS travel expenses you
must pay are:

(a) Per diem;

(b) Transportation costs; and

(c) Other travel expenses in accord-
ance with 5 U.S.C. 5701-5709 and chapter
301 of this title.

§302-4.702 What PCS travel expenses
must we pay for the employee’s im-
mediate family members?

Except as specifically provided in
this chapter, the reimbursement limits
in chapter 301 of this title govern pay-
ment of travel expenses you must pay
for the employee’s immediate family
members.

§302-4.703 How do we compute the
per diem for an established min-
imum driving distance per day?

Per diem for an established minimum
driving distance per day is computed
based on the lodgings-plus per diem
system as described in 8§301-11.100
through 301-11.103 of this title.

§302-4.704 Must we require a min-
imum driving distance per day?

Yes, you must establish a minimum
driving distance not less than an aver-
age of 300 miles per day. However, an
exception to the daily minimum driv-
ing distance may be made when the
delay is:

(a) Beyond control of the employee,
e.g., results from acts of God or restric-
tions by Government officials;

(b) Due to a physical handicap; or

(c) For other reasons acceptable to
you.

§302-4.705 What are the allowances if
the employee uses more POVs than
authorized?

If the employee uses more POVs than
authorized, reimbursement will be
made as if all persons traveled in the
number of POVs that you authorized.
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PART 302-5—ALLOWANCE FOR
HOUSEHUNTING TRIP EXPENSES

Subpart A—Employee’s Allowance for
Househunting Trip Expenses

Sec.

302-5.1 What is a ““househunting trip”’?
302-5.2 What is the purpose of the
househunting trip expenses allowance?
302-5.3 Am | eligible for a househunting trip

expenses allowance?
302-5.4 Who is not eligible for a
househunting trip expenses allowance?
302-5.5 Must my agency authorize payment
of a househunting trip expenses allow-

ance?

302-5.6 Under what circumstances will | re-
ceive a househunting trip expenses allow-
ance?

302-5.7 Who may travel on a househunting
trip at Government expense?

302-5.8 How many househunting trips may
my agency authorize in connection with
a particular transfer?

302-5.9 May my spouse and | perform sepa-
rate househunting trips at Government
expense?

302-5.10 How soon may | and/or my spouse
begin a househunting trip?

302-5.11 Is there a time limit on the dura-
tion of a househunting trip?

302-5.12 When must my househunting trip
be completed?

302-5.13 What methods may my agency use
to reimburse me for househunting trip
expenses?

302-5.14 What transportation expenses will
my agency pay?

302-5.15 Must | document my househunting
trip expenses to receive reimbursement?

302-5.16 May | receive an advance of funds
for househunting trip expenses?

302-5.17 Am | in a duty status when | per-
form a househunting trip?

302-5.18 May | retain any balance left over
from my househunting reimbursement if
my fixed amount is more than adequate
to cover my househunting trip?

Subpart B—Agency Responsibilities

302-5.100 How should we administer the
househunting trip expenses allowance?

302-5.101 What governing policies must we
establish for the househunting trip ex-
penses allowance?

302-5.102 Under what circumstances may we
authorize a househunting trip?

302-5.103 What factors must we consider in
determining whether to offer an em-
ployee the fixed amount househunting
trip subsistence expense reimbursement
option?
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AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a);
E.O. 11609, 36 FR 13747, 3 CFR 1971-1973
Comp., p. 586.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18337, Apr. 1, 2011, the authority ci-
tation for part 302-5 was revised, effective
Aug. 1, 2011. For the convenience of the user,
the revised text is set forth as follows:

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a);
E.O. 11609, as amended, 3 CFR, 1971-1975
Comp., p. 586.

SOURCE: FTR Amdt. 98, 66 FR 58196, Nov.
20, 2001, unless otherwise noted.

Subpart A—Employee’s Allow-
ance For Househunting Trip
Expenses

NOTE TO SUBPART A: Use of the pronouns
“1” and ‘““you’ throughout this subpart re-
fers to the employee.

§302-5.1 What is a
trip”?

The term “‘*househunting trip’’ refers
to a trip made by the employee and/or
spouse to your new official station lo-
cality to find permanent living quar-
ters to rent or purchase. The term
“living quarters’ in this part includes
apartments, condominiums, and co-
operatives in addition to townhouses
and single family homes.

§302-5.2 What is the purpose of the
househunting trip expenses allow-
ance?

The allowance for househunting trip
expenses is intended to facilitate and
expedite the employee’s move from
your old official station to your new of-
ficial station and to lower the Govern-
ment’s overall cost for the employee’s
relocation by reducing the amount of
time an employee must occupy tem-
porary quarters. The allowance for
househunting trip expenses provides
the employee and/or spouse a period of
time to concentrate on finding a suit-
able permanent residence at the new
official station and thereby expedites
the employee’s relocation.

§302-5.3 Am I eligible for a
househunting trip expenses allow-
ance?

You are eligible for a househunting
trip expenses allowance if you are an
employee who is authorized to transfer,
and in addition:

“househunting

§302-5.7

(a) Both your old and new official
stations are located within the United
States;

(b) You are not assigned to Govern-
ment or other prearranged housing at
your new official station; and

(c) Your old and new official stations
are 75 or more miles apart (as meas-
ured by map distance) via a usually
traveled surface route.

§302-5.4 Who is not eligible for a
househunting trip expenses allow-
ance?

New appointees and employees as-
signed under the Government Employ-
ees Training Act (5 U.S.C. 4109) are not
eligible for a househunting trip ex-
penses allowance.

§302-5.5 Must my agency authorize
payment of a househunting trip ex-
penses allowance?

No, your agency determines when it
is in the Government’s interest to au-
thorize you a househunting trip and
the procedures you must follow if it is
authorized.

§302-5.6 Under what -circumstances
will I receive a househunting trip
expenses allowance?

You will receive a househunting trip
expenses allowance if:

(a) Your agency authorized you to
perform a househunting trip in advance
of the travel (the agency authorization
must specify the mode of transpor-
tation and the period of time allowed
for the trip);

(b) You have signed a service agree-
ment;

(c) Your agency has established, and
informed you of, the date you are to re-
port to your new official station; and

(d) You meet any additional condi-
tions your agency has established.

§302-5.7 Who may travel on a
househunting trip at Government
expense?

Only you and/or your spouse may
travel on a househunting trip at Gov-
ernment expense.
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§302-5.8

§302-5.8 How many househunting
trips may my agency authorize in
connection with a particular trans-
fer?

Your agency may authorize only one
round trip for you and/or your spouse
in connection with a particular trans-
fer.

§302-5.9 May my spouse and I perform
separate househunting trips at Gov-
ernment expense?

Yes, however, your reimbursement
will be limited to the cost that would
have been incurred if you and your
spouse had traveled together on one
round trip.

§302-5.10 How soon may I and/or my
spouse begin a househunting trip?

You may begin your househunting
trip as soon as your agency has noti-
fied you of your transfer and issued a
travel authorization for a
househunting trip. To take maximum
advantage of your trip, however, it is
very important that you become famil-
iar as quickly as you can with your
new official station area (e.g., housing
market conditions, school locations,
etc.). If you are selling your residence
at your old official station, you should
not begin your househunting trip until
you have a current appraisal of the
value of the residence so that you can
more accurately determine the appro-
priate price range of residences to con-
sider during your househunting trip.

§302-5.11 Is there a time limit on the
duration of a househunting trip?

A househunting trip should be for a
reasonable period, not to exceed 10 cal-
endar days, as authorized by your
agency under §302-5.101(d).

§302-5.12 When must
househunting trip be completed?

You and/or your spouse must com-
plete your househunting trip as indi-
cated in the following table:

For Your househunting trip must be completed by

The day before you report to your new Official
station.

Your The earlier of:

spouse.

(a) The day before your family relocates to your
new official station; or
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For Your househunting trip must be completed by

(b) The day before the maximum time for begin-
ning allowable travel expires (see §302-2.100
of this chapter).

§302-5.13 What methods may my agen-
cy use to reimburse me for
househunting trip expenses?

Your agency will reimburse your

househunting trip expenses as indi-
cated in the following table:

For You are reimbursed

You and/or your
spouse’s trans-
portation ex-
penses.

You and/or your
spouse’s subsist-
ence expenses..

Your actual transportation costs.

One of the following:

(a) A per diem allowance for you and/
or your spouse as prescribed under
§§301-11.100 through 301-11.102
of this chapter 301; or

(b) If you accept your agency’s offer of
the fixed amount option, and:

(1) Both you and your spouse perform
a househunting trip either together or
separately, a single amount deter-
mined by multiplying the applicable
locality rate (listed in appendix A to
chapter 301 of this subtitle) by 6.25
or

(2) Only one of you performs a
househunting trip, an amount deter-
mined by multiplying the applicable
locality rate (listed in appendix A to
chapter 301 of this subtitle) by 5.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as
amended by FTR Amdt. 108, 67 FR 57969,
Sept. 13, 2002]

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18337, Apr. 1, 2011, §302-5.13 was
amended by revising the table, effective Aug.
1, 2011. For the convenience of the user, the
revised text is set forth as follows:

§302-5.13 What methods may my agency use
to reimburse me for househunting trip

expenses?
* * * * *
For You are reimbursed

You and/or your
spouse’s trans-
portation ex-
penses.

Your actual transportation costs.
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For You are reimbursed

You and/or your One of the following two:

spouse’s subsist- | (@) A per diem allowance at the stand-

ence expenses. ard CONUS rate (see http://
www.gsa.gov/perdiem), for you and/
or your spouse if you travel sepa-
rately, or if you both travel together,
the standard CONUS rate multiplied
by 1.75), for the 10 days or less that
your agency authorizes for you; or

(b) Only if offered by your agency and
chosen by you, a lump sum, as fol-
lows:

(1) If you perform a househunting
trip and your spouse does not,
or if your spouse performs a
househunting trip and you do
not, multiply the applicable local-
ity per diem rate by 5.00 (see
http://www.gsa.gov/perdiem).

(2) If you and your spouse both
perform a househunting trip, to-
gether or separately, multiply the
applicable locality per diem rate
by 6.25 (see http://www.gsa.gov/
perdiem).

§302-5.14 What transportation ex-
penses will my agency pay?

Your agency will authorize you to
travel by the transportation mode(s)
(e.g., airline, train, or privately owned
automobile) it determines to be advan-
tageous to the Government. Your agen-
cy will pay for your transportation ex-
penses by the authorized mode(s). If
you travel by any other mode(s), your
agency will pay your transportation
expenses not to exceed the cost of
transportation by the authorized
mode(s).

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18337, Apr. 1, 2011, §302-5.14 was re-
vised, effective Aug. 1, 2011. For the conven-
ience of the user, the revised text is set forth
as follows:

§302-5.14 What transportation
will my agency pay?

(a) Your agency will authorize you to trav-
el by any transportation mode(s) (e.g., com-
mon carrier or POV) that it determines to be
advantageous to the Government. Your
agency will pay for your transportation ex-
penses by the authorized mode(s). If you
travel by one or more mode(s) other than the
one(s) authorized by your agency, your agen-
cy will pay your transportation expenses up
to the constructive cost of transportation by
the authorized mode(s). For trips of less than
250 miles, your agency will authorize travel
by POV, unless there are reasons for not
using a POV that are acceptable to the agen-
cy (e.g., traveler is physically impaired, does
not own or lease a POV, has only one POV
that is used for family transportation, or the

expenses

§302-5.16

POV is not roadworthy for such a trip). POV
mileage reimbursement will be in accordance
with §302-4.300 of this chapter.

(b) Unless the agency performs a written
cost comparison that demonstrates cost sav-
ings, only common carrier may be author-
ized for trips with a distance of 250 miles or
more.

§302-5.15 Must I document my
househunting trip expenses to re-
ceive reimbursement?

To receive  reimbursement for
househunting trip transportation ex-
penses you must itemize your transpor-
tation expenses and provide receipts as
required by §§301-11.25, 301-11.306 and
301-52.4(b) of chapter 301. For fixed
amount househunting trip subsistence
reimbursement, you do not need to
document your subsistence expenses.
For per diem househunting trip sub-
sistence expense reimbursement, you
must itemize your lodging expenses
and you must provide receipts as re-
quired by 8§301-7.9(b), 301-11.25, 301-
11.306 and 301-52.4(b) of chapter 301.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as
amended by FTR Amdt. 108, 67 FR 57969,
Sept. 13, 2002]

EFFeCTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18337, Apr. 1, 2011, §302-5.15 was
amended by removing the words ‘‘fixed
amount’ and adding the words “lump sum”
in its place, effective Aug. 1, 2011.

§302-5.16 May I receive an advance of
funds for househunting trip ex-
penses?

Your agency may authorize an ad-
vance of funds, in accordance with
§302-2.20 of this chapter, for your
househunting trip expenses. Your agen-
cy may not advance you funds in ex-
cess of the sum of your anticipated
transportation costs and either the
maximum per diem allowable under
part 302-4 of this chapter for the loca-
tion and duration of your househunting
trip or your fixed amount
househunting trip subsistence expenses
payment, whichever applies.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18337, Apr. 1, 2011, §302-5.16 was
amended by removing “‘§302-2.20"" and adding
‘‘§§302-2.22, 302-2.23, and 302-2.24"" in its place
and by removing the words ‘‘fixed amount”
and adding the words ““lump sum’ in their
place, effective Aug. 1, 2011.

163



§302-5.17

§302-5.17 Am I in a duty status when I
perform a househunting trip?

Yes, you are in a duty status when
you perform a househunting trip.

§302-5.18 May I retain any balance
left over from my househunting re-
imbursement if my fixed amount is
more than adequate to cover my
househunting trip?

Yes, if your fixed househunting
amount is more than adequate to cover
your househunting expenses any bal-
ance belongs to you.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18337, Apr. 1, 2011, §302-5.18 was
amended by removing the words “‘fixed
amount’ from the section heading and add-
ing the words “lump sum” in their place and
by removing the word “‘fixed”” and adding the
words “lump sum’ in its place, effective
Aug. 1, 2011.

Subpart B—Agency
Responsibilities

NOTE TO SUBPART B: Use of pronouns “‘we”’,
“you’”, and their variants throughout this
subpart refers to the agency.

§302-5.100 How should we administer
the househunting trip expenses al-
lowance?

You should administer the
househunting trip expenses allowance
to minimize or avoid its use when
other satisfactory and more economi-
cal arrangement are available.

§302-5.101 What governing policies
must we establish for the
househunting trip expenses allow-
ance?

You must establish policies and pro-
cedures governing:

(@a) When you will authorize a
househunting trip for an employee;

(b) Who will determine if a
househunting trip is appropriate in
each situation;

(c) If and when you will authorize the
fixed amount option for househunting
trip subsistence expenses reimburse-
ment;

(d) Who will determine the appro-
priate duration of a househunting trip
for an employee who selects a per diem
allowance under part 302-4 of this chap-
ter to reimburse househunting trip
subsistence expenses; and
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(e) Who will determine the mode(s) of
transportation to be used.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18337, Apr. 1, 2011, §302-5.101 was
amended in paragraph (c) by removing the
words ““fixed amount”” and adding the words
“lump sum”’ in their place, effective Aug. 1,
2011.

§302-5.102 Under what circumstances
may we authorize a househunting
trip?

You may authorize a househunting
trip on an individual-case basis when
the employee has accepted the transfer
and his/her circumstances indicate that
a househunting trip actually is needed.
You may not authorize a househunting
trip when the purpose of the trip is to
assist the employee in deciding wheth-
er he or she will accept the transfer.

§302-5.103 What factors must we con-
sider in determining whether to
offer an employee the fixed amount
househunting trip subsistence ex-
pense reimbursement option?

You must consider the following fac-
tors:

(a) Ease of administration. Payment of
a per diem allowance under part 302-4
of this chapter requires you to review
claims for the validity, accuracy, and

reasonableness of each expense
amount, except for meals and inci-
dental expenses. Fixed amount

househunting trip subsistence expenses
reimbursement is easier to administer
because you do not have to review ex-
pense amounts.

(b) Cost considerations. You must
weigh the cost of each reimbursement
option on a case-by-case basis.

(c) Treatment of employees. The em-
ployee is allowed to choose between a
per diem allowance under part 302-4 of
this chapter and fixed amount
househunting trip subsistence expenses
reimbursement when you offer the
fixed amount reimbursement method.
You therefore should weigh employee
morale and productivity considerations
against actual cost considerations in
determining which method to offer.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18337 and 18338, Apr. 1, 2011, §302-
5.103 was redesignated as §302-5.104; a new
§302-5.103 was added; and the newly redesig-
nated §302-5.104 was amended by removing
the words ““Fixed amount” and adding the
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words “Lump sum” in their place in para-
graph (a) and by removing the words “‘fixed
amount” and adding the words “lump sum”
in their place each time they appear, effec-
tive Aug. 1, 2011. For the convenience of the
user, the added text is set forth as follows:

§302-5.103 What modes of transportation
may we authorize for a househunting
trip?

(&) When the new official station is less
than 250 miles from the old official station,
the required mode of transportation is POV,
unless there are reasons for not using a POV
that are acceptable to the you (e.g., traveler
is physically impaired, does not own or lease
a POV, has only one POV which is used for
family transportation, or the POV is not
roadworthy for such a trip). Reimbursement
for POV mileage is at the rate prescribed in
§302-4.300 of this subchapter.

(b) When the new official station is 250
miles or more from the old official station,
the preferred mode of transportation is com-
mon carrier. However, you may authorize
the use of POV for a househunting trip
longer than 250 miles, provided you complete
a written cost comparison in accordance
with §302-5.14(b).

PART 302-6—ALLOWANCE FOR
TEMPORARY QUARTERS SUBSIST-
ENCE EXPENSES

Subpart A—General Rules

Sec.

302-6.1 What are ‘“temporary quarters?”’

302-6.2 What are ‘‘temporary quarters sub-
sistence expenses (TQSE)"’?

302-6.3 What is the purpose of the TQSE al-
lowance?

302-6.4 Am | eligible for a TQSE allowance?

302-6.5 Who is not eligible for a TQSE allow-
ance?

302-6.6 Must my agency authorize payment
of a TQSE allowance?

302-6.7 Under what circumstances will | re-
ceive a TQSE allowance?

302-6.8 Who may occupy temporary quarters
at Government expense?

302-6.9 Where may l/we occupy temporary
quarters at Government expense?

302-6.10 May my immediate family and | oc-
cupy temporary quarters at different lo-
cations?

302-6.11 What methods may my agency use
to reimburse me for TQSE?

302-6.12 Must | document my TQSE to re-
ceive reimbursement?

302-6.13 How soon may l/we begin occupying
temporary quarters at Government ex-
pense?

302-6.14 How is my TQSE allowance affected
if my temporary quarters become my
permanent residence quarters?

Pt. 302-6

302-6.15 May | receive an advance of funds
for TQSE?

302-6.16 May | receive a TQSE allowance if
I am receiving another subsistence ex-
penses allowance?

302-6.17 Am 1 eligible for a TQSE allowance
if | transfer to a foreign area?

302-6.18 May | be reimbursed for transpor-
tation expenses incurred while I am oc-
cupying temporary quarters?

Subpart B—Actual TQSE Method of
Reimbursement

302-6.100 What am | paid under the actual
TQSE reimbursement method?

302-6.101 May my agency reduce my TQSE
allowance below the “maximum allow-
able amount™?

302-6.102 What is the ‘‘applicable per diem
rate”” under the actual TQSE reimburse-
ment method?

302-6.103 What is the latest period for which
actual TQSE reimbursement may begin?

302-6.104 How long may | be authorized to
claim actual TQSE reimbursement?

302-6.105 What is a ‘‘compelling reason”
warranting extension of my authorized
period for claiming an actual TQSE re-
imbursement?

302-6.106 May | interrupt occupancy of tem-
porary quarters?

302-6.107 What effect do partial days of tem-
porary quarters occupancy have on my
authorized period for claiming actual
TQSE reimbursement?

302-6.108 When does my authorized period
for claiming actual TQSE reimbursement
end?

302-6.109 May the period for which I am au-
thorized to claim actual TQSE reim-
bursement for myself be different from
that of my immediate family?

302-6.110 What effect do partial days have
on my actual TQSE reimbursement?

302-6.111 May | and/or my immediate family
occupy temporary quarters longer than
the period for which I am authorized to
claim actual TQSE reimbursement?

Subpart C—Fixed Amount Reimbursement

302-6.200 What am | paid under the fixed
amount reimbursement method?

302-6.201 How do | determine the amount of
my payment under the fixed amount re-
imbursement method?

302-6.202 Will I receive additional TQSE re-
imbursement if my fixed amount is not
adequate to cover my TQSE?

302-6.203 May | retain any balance left over
from my TQSE reimbursement if my
fixed amount is more than adequate?

Subpart D—Agency Responsibilities

302-6.300 How should we administer the
TQSE allowance?
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§302-6.1

302-6.301 What governing policies must we
establish for the TQSE allowance?

302-6.302 Under what circumstances may we
authorize the TQSE allowance?

302-6.303 What factors should we consider in
determining whether the TQSE allow-
ance is actually necessary?

302-6.304 What factors should we consider in
determining whether to offer an em-
ployee the fixed amount TQSE reim-
bursement option?

302-6.305 What factors should we consider in
determining whether quarters are tem-
porary?

302-6.306 When must we make the lump sum
TQSE payment to the transferee?

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a);
E.O. 11609, as amended, 3 CFR, 1971-1973
Comp., p. 586.

EFFeCTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18338, Apr. 1, 2011, the authority ci-
tation for part 302-6 was revised, effective
Aug. 1, 2011. For the convenience of the user,
the revised text is set forth as follows:

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a);
E.O. 11609, as amended, 3 CFR, 1971-1975
Comp., p. 586.

SOURCE: FTR Amdt. 98, 66 FR 58196, Nov.
20, 2001, unless otherwise noted.

Subpart A—General Rules

NOTE TO SUBPART A: Use of pronouns “1”,
“you”, and their variants throughout this
subpart refers to the employee, unless other-
wise noted.

§302-6.1 What are “temporary quar-
ters?

The term ‘‘temporary quarters’ re-
fers to lodging obtained for the purpose
of temporary occupancy from a private
or commercial source.

§302-6.2 What are “temporary quar-
ters subsistence expenses (TQSE)”?

“Temporary quarters subsistence ex-
penses’ or “TQSE’ are subsistence ex-
penses incurred by an employee and/or
his/her immediate family while occu-
pying temporary quarters. TQSE does
not include transportation expenses in-
curred during occupancy of temporary
quarters (see §302-6.18 for details).

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as

amended by FTR Amdt. 2010-02, 75 FR 24437,
May 5, 2010]
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§302-6.3 What is the purpose of the
TQSE allowance?

The TQSE allowance is intended to
reimburse an employee reasonably and
equitably for subsistence expenses in-
curred when it is necessary to occupy
temporary quarters.

§302-6.4 Am I eligible for a TQSE al-
lowance?

You are eligible for a TQSE allow-
ance if you are an employee who is au-
thorized to transfer; and

(@) Your new official station is lo-
cated within the United States; and

(b) Your old and new official stations
are 50 miles or more apart (as meas-
ured by map distance) via a usually
traveled surface route.

§302-6.5 Who is not eligible for a
TQSE allowance?

New appointees, employees assigned
under the Government Employees
Training Act (5 U.S.C. 4109), and em-
ployees returning from an overseas as-
signment for the purpose of separation
are not eligible for a TQSE allowance.

§302-6.6 Must my agency authorize
payment of a TQSE allowance?

No, your agency determines whether

it is in the Government’s interest to
pay TQSE.
§302-6.7 Under what circumstances

will I receive a TQSE allowance?

You will receive a TQSE allowance if:

(a) Your agency authorizes it before
you occupy the temporary quarters
(the agency authorization must specify
the period of time allowed for you to
occupy temporary quarters);

(b) You have signed a service agree-
ment; and

(c) You meet any additional condi-
tions your agency has established.

§302-6.8 Who may occupy temporary
quarters at Government expense?
Only you and/or your immediate fam-
ily may occupy temporary quarters at
Government expense.

§302-6.9 Where may I/'we occupy tem-
porary quarters at Government ex-
pense?

You and/or your immediate family
may occupy temporary quarters at
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Government expense within reasonable
proximity of your old and/or new offi-
cial stations. Neither you nor your im-
mediate family may be reimbursed for
occupying temporary quarters at any
other location, unless justified by spe-
cial circumstances that are reasonably
related to your transfer.

§302-6.10 May my immediate family
and I occupy temporary quarters at
different locations?

Yes. For example, if you must vacate
your home at the old official station
and report to the new official station
and your family remains behind until
the end of the school year, you may
need to occupy temporary quarters at
the new official station while your
family occupies temporary quarters at
the old official station.

§302-6.11 What methods may my agen-
cy use to reimburse me for TQSE?

Your agency will reimburse you for
TQSE under the actual expense method
unless it permits the “‘fixed amount”
reimbursement method as an alter-
native. If your agency makes both
methods available to you, you may se-
lect the one you prefer.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18338, Apr. 1, 2011, §302-6.11 was
amended by removing the words “‘fixed
amount” and adding the words “lump sum”
in their place, effective Aug. 1, 2011.

§302-6.12 Must I document my TQSE
to receive reimbursement?

For fixed amount TQSE reimburse-
ment, you do not document your
TQSE. For actual TQSE reimburse-
ment, you must document your TQSE
by itemizing each expense and pro-
viding receipts as required by 8§301-
11.25, 301-11.306 and 301-52.4(b) of this
title.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18338, Apr. 1, 2011, §302-6.12 was
amended by removing the words “‘fixed
amount’ and adding the words “lump sum”
in their place, effective Aug. 1, 2011.

§302-6.13 How soon may I/we begin
occupying temporary quarters at
Government expense?

As soon as your agency has author-
ized you to receive a TQSE allowance

§302-6.18

and you have signed a service agree-
ment.

§302-6.14 How is my TQSE allowance
affected if my temporary quarters
become my permanent residence
quarters?

If your temporary quarters become
your permanent residence quarters,
you may receive a TQSE allowance
only if you show in a manner satisfac-
tory to your agency that you initially
intended to occupy the quarters tempo-
rarily.

§302-6.15 May I receive an advance of
funds for TQSE?

Yes, if authorized in accordance with
§302-2.20 of this chapter, your agency
may advance the amount of funds nec-
essary to cover your estimated TQSE
expenses for up to 30 days. Your agency
subsequently may advance additional
funds for periods up to 30 days.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18338, Apr. 1, 2011, §302-6.15 was
amended by removing ‘‘§302-2.20"" and adding
‘§§302-2.22, 302-2.23, and 302-2.24"" in its place,
effective Aug. 1, 2011.

§302-6.16 May I receive a TQSE allow-
ance if I am receiving another sub-
sistence expenses allowance?

No, with one exception. You may re-
ceive a cost-of-living allowance pay-
able under 5 U.S.C. 5941 in addition to
a TQSE allowance.

§302-6.17 Am I eligible for a TQSE al-
lowance if I transfer to a foreign
area?

No, you may not receive a TQSE al-
lowance under this part when you
transfer to an area outside the United
States. However, you may qualify for a
comparable allowance under the Stand-
ardized Regulations (Government Ci-
vilians, Foreign Areas) prescribed by
the Department of State.

§302-6.18 May I be reimbursed for
transportation expenses incurred
while I am occupying temporary
quarters?

Transportation expenses incurred in
the vicinity of the temporary quarters
are not TQSE, and therefore, there is
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no authority to pay such expenses
under TQSE.

[FTR Amdt. 2010-02, 75 FR 24437, May 5, 2010]

Subpart B—Actual TQSE Method of
Reimbursement

§302-6.100 What am I paid under the
actual TQSE reimbursement meth-
od?

Your agency will pay your actual

TQSE incurred, provided the expenses

are reasonable and do not exceed the

41 CFR Ch. 302 (7-1-11 Edition)

maximum allowable amount. The
“maximum allowable amount’ is the
“maximum daily amount’” multiplied
by the number of days you actually
incur TQSE not to exceed the number
of days authorized, taking into account
that the rates change after 30 days in
temporary quarters. The ‘“‘maximum
daily amount’ is determined by adding
the rates in the following table for you
and each member of your immediate
family authorized to occupy temporary
quarters:

The “maximum daily amount” of TQSE under the actual expense method that

You and/or your unaccom-
panied spouse or domestic
partner® may receive is

Your accompanied spouse,

domestic partner or a mem-

ber of your immediate family

who is age 12 or older may
receive is

A member of your immediate
family who is under age 12
may receive is

For:
The first 30 days of tem-
porary quarters.
Any additional days of
temporary quarters.

The applicable per diem rate

.75 times the applicable per
diem rate.

.75 times the applicable per
diem rate.

.5 times the applicable per
diem rate.

.5 times the applicable per
diem rate.

.4 times the applicable per
diem rate.

1(That is, when the spouse or domestic partner necessarily occupies temporary quarters in lieu of the employee or in a loca-

tion separate from the employee.)

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as amended by FTR Amdt. 2010-06, 75 FR 67631, Nov.

3, 2010]

§302-6.101 May my agency reduce my
TQSE allowance below the “max-
imum allowable amount”?

Yes, if the estimated daily amount of
your TQSE is determined in advance to
be lower than the maximum daily
amount, your agency may reduce the
maximum allowable amount to your
expected expenses.

§302-6.102 What is the “applicable per
diem rate” under the actual TQSE
reimbursement method?

The *“‘applicable per diem rate’ under
the actual TQSE reimbursement meth-
od is as follows:

For temporary quarters lo-

The applicable per diem rate
cated in is

The continental United States | The standard CONUS rate.
(CONUS).
Outside the Continental

United States (OCONUS).

The locality rate established
by the Secretary of De-
fense or the Secretary of
State under §301-11.6 of
this title.

§302-6.103 What is the latest period
for which actual TQSE reimburse-
ment may begin?

The period must begin before the
maximum time for beginning allowable
travel and transportation under §302-
2.8.

§302-6.104 How long may I be author-
ized to claim actual TQSE reim-
bursement?

Your agency may authorize you to
claim actual TQSE in increments of 30-
days or less, not to exceed 60 consecu-
tive days. However, if your agency de-
termines that there is a compelling
reason for you to continue occupying
temporary quarters after 60 consecu-
tive days, it may authorize an exten-
sion of up to 60 additional consecutive
days. Under no circumstances may you
be authorized reimbursement for ac-
tual TQSE for more than a total of 120
consecutive days.
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§302-6.105 What is a “compelling rea-
son” warranting extension of my
authorized period for claiming an
actual TQSE reimbursement?

A ‘“‘compelling reason’ is an event
that is beyond your control and is ac-
ceptable to your agency. Examples in-
clude, but are not limited to when:

(a) Delivery of your household goods
to your new residence is delayed due to
strikes, customs clearance, hazardous
weather, fires, floods or other acts of
God, or similar events.

(b) You cannot occupy your new per-
manent residence because of unantici-
pated problems (e.g., delay in settle-
ment on the new residence, or short-
term delay in construction of the resi-
dence).

(c) You are unable to locate a perma-
nent residence which is adequate for
your family’s needs because of housing
conditions at your new official station.

(d) Sudden illness, injury, your death
or the death of your immediate family
member; or

(e) Similar reasons.

§302-6.106 May I interrupt occupancy
of temporary quarters?

Yes, your authorized period for
claiming actual TQSE reimbursement
is measured on consecutive days, and
once begun, normally continues to run
whether or not you occupy temporary
quarters. You may, however, interrupt
your authorized period for claiming ac-
tual TQSE reimbursement in the fol-
lowing instances:

(a) For the time allowed for en route
travel between the old and new official
stations;

(b) For circumstances attributable to
official necessity such as an inter-
vening temporary duty assignment or
military duty; or

(c) For a non-official necessary inter-
ruption such as hospitalization, ap-
proved sick leave, or other reason be-
yond your control and acceptable to
your agency.

§302-6.107 What effect do partial days
of temporary quarters occupancy
have on my authorized period for
claiming actual TQSE reimburse-
ment?

Occupancy of temporary quarters for
less than a whole day constitutes one
full day of your authorized period.

§302-6.111

(However, see §302-6.110 regarding en
route travel.)

§302-6.108 When does my authorized
period for claiming actual TQSE re-
imbursement end?

The period ends at midnight on the
earlier of:

(a) The day preceding the day you
and/or any member of your immediate
family occupies permanent residence
quarters.

(b) The day your authorized period
for claiming actual TQSE reimburse-
ment expires.

§302-6.109 May the period for which I
am authorized to claim actual
TQSE reimbursement for myself be
different from that of my immediate
family?

No, the eligibility period for which
you are authorized to claim actual
TQSE reimbursement for yourself and
for each member of your immediate
family must run concurrently.

§302-6.110 What effect do partial days
have on my actual TQSE reimburse-
ment?

You may not receive reimbursement
under both the actual TQSE allowance
and another subsistence expenses al-
lowance within the same day, with one
exception. If you claim TQSE reim-
bursement on the same day that en
route travel per diem ends, your en
route travel per diem will be computed
under applicable partial day rules and
you also may be reimbursed for actual
TQSE you incur after 6 p.m. of that
day.

§302-6.111 May I and/or my immediate
family occupy temporary quarters
longer than the period for which I
am authorized to claim actual
TQSE reimbursement?

Yes, but you will not be reimbursed

for any of the expenses you incur dur-
ing the unauthorized period.

Subpart C—Fixed Amount
Reimbursement

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18338, Apr. 1, 2011, subpart C of part
302-6 was revised, effective Aug. 1, 2011. For
the convenience of the user, the revised text
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§302-6.200

is set forth following the text currently in
effect.

§302-6.200 What am I paid under the
fixed amount reimbursement meth-
od?

If your agency offers and you select
the fixed amount TQSE reimbursement
method, you are paid a fixed amount
for up to 30 days. No extensions are al-
lowed under the fixed amount method.

§302-6.201 How do I determine the
amount of my payment under the
fixed amount reimbursement meth-
od?

Multiply the number of days your
agency authorizes TQSE by .75 times
the maximum per diem rate (i.e., lodg-
ing plus meals and incidental expenses)
prescribed in chapter 301 of this sub-
title for the locality of the new official
station. Then for each member of your
immediate family, multiply the same
number of days by .25 times the same
per diem rate. Your payment will be
the sum of this calculation.

§302-6.202 Will I receive additional
TQSE reimbursement if my fixed
amount is not adequate to cover my
TQSE?

No, you will not receive additional
TQSE reimbursement if the fixed
amount is not adequate to cover your
TQSE.

§302-6.203 May I retain any balance
left over from my TQSE reimburse-
ment if my fixed amount is more
than adequate?

Yes, if your fixed TQSE amount is
more than adequate to cover your
TQSE expenses any balance belongs to
you.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18338, Apr. 1, 2011, subpart C of part
302-6 was revised, effective Aug. 1, 2011. For
the convenience of the user, the revised text
is set forth as follows:

Subpart C—Lump Sum Payment

§302-6.200 What am I paid under the TQSE
lump sum payment method?

If your agency offers, and you select the
lump sum TQSE payment, you are paid a
lump sum for each day authorized up to 30
days. The maximum number of days that
may be used for the TQSE lump sum calcula-
tion is 30; no extensions are allowed under
the lump sum payment method.

41 CFR Ch. 302 (7-1-11 Edition)

§302-6.201 How do I determine the amount
of my TQSE lump sum payment?

(a) For yourself, multiply the number of
days your agency authorizes TQSE by .75
times the maximum per diem rate (that is,
lodging plus meals and incidental expenses)
prescribed by §301-11.6 of this subtitle for the
locality at the old or new official station or
combination thereof, wherever TQ will be oc-
cupied. Please note that for non-foreign
OCONUS, the Department of Defense Per
Diem, Travel and Transportation Allowances
Committee establishes the per diem rate,
and for foreign OCONUS, the Department of
State establishes the per diem rates.

(b) For each member of your immediate
family, multiply the same number of days by
.25 times the same per diem rate, as de-
scribed in paragraph (a) of this section.

(¢) Your lump sum payment will be the
sum of the calculations in paragraphs (a) and
(b) of this section.

§302-6.202 Will I receive additional TQSE
reimbursement if my TQSE lump sum
payment is not adequate to cover my ac-
tual TQSE?

No, you will not receive additional TQSE
reimbursement if the lump sum payment is
not adequate to cover your actual TQSE.

§302-6.203 May I retain any balance left
over from my TQSE lump sum payment if
such payment is more than adequate?

Yes, if your lump sum TQSE payment is
more than adequate to cover your actual

TQSE expenses, any balance belongs to you.

(E.g., if your agency authorizes and you ac-

cept a lump sum payment for 15 days of

TQSE and you vacate TQ after 10 days for

any reason, you would retain the remaining

balance for the 5 days of TQSE not incurred).

§302-6.204 Am I required to file a voucher
after occupying temporary quarters if I
selected the TQSE lump sum payment?

No, you are not required to file a voucher
after occupying temporary quarters if you
have selected the lump sum payment. The
intent of the lump sum payment is to sim-
plify the process and eliminate the need for
filing a voucher. However, your agency may
require that you sign a voucher or other doc-
ument before they pay your lump sum TQSE
to you, and your agency may at any time re-
quest proof that you actually occupied TQ,
even if not for the full length of time on
which the lump sum calculation was based.

In the absence of sufficient proof of TQSE oc-

cupancy, your agency may demand repay-

ment of the TQSE lump sum payment in ac-

cordance with §302-6.305.
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Subpart D—Agency
Responsibilities

NOTE TO SUBPART D: Use of pronouns “‘we”’,
“‘you’, and their variants throughout this
subpart refers to the agency.

§302-6.300 How should we administer
the TQSE allowance?

Temporary quarters should be used
only if, and only for as long as, nec-
essary until the employee and/or his/
her immediate family can move into
permanent residence quarters. You
must administer the TQSE allowance
to minimize or avoid other relocation
expenses.

§302-6.301 What governing policies
must we establish for the TQSE al-
lowance?

You must establish policies and pro-
cedures governing:

(@) When you will authorize tem-
porary quarters for employees;

(b) Who will determine if temporary
quarters is appropriate in each situa-
tion;

(c) If and when you will authorize the
fixed amount option for TQSE reim-
bursement;

(d) Who will determine the appro-
priate period of time for which TQSE
reimbursement will be authorized, in-
cluding approval of extensions and
interruptions of temporary quarters
occupancy; and

(e) Who will determine whether quar-
ters were indeed temporary, if there is
any doubt.

EFFeCTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18338, Apr. 1, 2011, §302-6.301 was
amended in paragraph (c) by removing the
words ““fixed amount’” and adding the words
“lump sum”’ in their place, effective Aug. 1,
2011.

§302-6.302 Under what circumstances
may we authorize the TQSE allow-
ance?

You may authorize a TQSE allow-
ance on an individual-case basis when
use of temporary quarters is justified
in connection with an employee’s
transfer to a new official station. You
may not authorize a TQSE allowance
for vacation purposes or other reasons
unrelated to the transfer.

§302-6.304

§302-6.303 What factors should we
consider in determining whether
the TQSE allowance is actually nec-
essary?

The factors you should consider in-
clude:

(@) The length of time the employee
should reasonably be expected to occupy
his/her residence at the old official station
prior to reporting for duty at the new offi-
cial station. An employee and his/her
immediate family should continue to
occupy the residence at the old official
station for as long as practicable to
avoid the necessity for temporary
quarters.

(b) The existence of less expensive alter-
natives. If a less expensive alternative
to the TQSE allowance exists that will
enable the employee to find permanent
quarters at the new official station,
you should consider such an alter-
native. For example, authorize a
househunting trip instead of temporary
quarters if it would cost less overall.

(c) The existence of other opportunities
to arrange for permanent quarters. Con-
sider whether the employee had other
adequate opportunity to arrange for
permanent quarters. For example, you
should not authorize temporary quar-
ters if the employee had adequate op-
portunity during an extended tem-
porary duty assignment to arrange for
permanent quarters.

§302-6.304 What factors should we
consider in determining whether to
offer an employee the fixed amount
TQSE reimbursement option?

The factors you should consider in-
clude:

(a) Ease of administration. Actual
TQSE reimbursement requires an agen-
cy to review claims for the validity, ac-
curacy, and reasonableness of each ex-
pense amount. Fixed amount TQSE re-
imbursement does not require review of
expense amounts and is therefore easi-
er to administer.

(b) Cost considerations. You must
weigh the cost of each alternative. Ac-
tual TQSE reimbursement may extend
up to 120 consecutive days, while fixed
amount TQSE reimbursement is lim-
ited to 30 days. Actual TQSE reim-
bursement may be less expensive, since
its ceiling is based on the standard
CONUS rate, while fixed amount TQSE
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reimbursement is based on the locality
per diem rate. However, fixed amount
TQSE reimbursement may be less ex-
pensive because the maximum daily
rate under actual TQSE reimbursement
is a higher percentage of the applicable
per diem rate than fixed amount TQSE
reimbursement.

(c) Treatment of employee. The em-
ployee is allowed to choose between ac-
tual TQSE reimbursement and fixed
amount TQSE reimbursement when
you offer the fixed amount TQSE reim-
bursement method. You therefore
should weigh employee morale and pro-
ductivity considerations against actual
cost considerations in determining
which method to offer.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18338, Apr. 1, 2011, §302-6.304 was re-
vised, effective Aug. 1, 2011. For the conven-
ience of the user, the revised text is set forth
as follows:

§302-6.304 What factors should we consider
in determining whether to offer an em-
ployee a lump sum payment option for

SE?

When determining whether to offer an em-
ployee the lump sum payment option for
TQSE the following factors should be consid-
ered:

(a) Ease of administration. A lump sum for
TQSE is paid to the employee prior to the
occupancy of TQ, and the after the fact
voucher process is eliminated under this
method. Actual TQSE reimbursement re-
quires an agency to review claims for the va-
lidity, accuracy, and reasonableness of each
expense amount.

(b) Cost consideration. You should weigh the
cost of each alternative. Actual TQSE reim-
bursement may extend up to 120 days, while
the lump sum payment is limited to a max-
imum of 30 days.

(c) Treatment of employee. The employee is
allowed to choose between actual TQSE re-
imbursement and the lump sum TQSE pay-
ment when you offer the lump sum payment
method. You therefore should weigh em-
ployee morale and productivity consider-
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ations against actual cost considerations in
determining which method to offer.

§302-6.305 What factors should we
consider in determining whether
quarters are temporary?

In determining whether quarters are
‘“temporary’’, you should consider fac-
tors such as the duration of the lease,
movement of household effects into the
quarters, the type of quarters, the em-
ployee’s expressions of intent, at-
tempts to secure a permanent dwelling,
and the length of time the employee
occupies the quarters.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18338, Apr. 1, 2011, §302-6.305 was re-
designated as §302-6.307 and a new §302-6.305
was added, effective Aug. 1, 2011. For the con-
venience of the user, the added text is set
forth as follows:

§302-6.305 Must we require transferees to
sign a statement that TQSE will be in-
curred?

Yes, transferees electing the TQSE lump
sum payment option must sign a statement,
which should be included as part of the serv-
ice agreement, asserting that they will oc-
cupy TQ and will incur TQSE. If no TQSE
are incurred, the transferee must return all
monies advanced for the lump sum TQSE
payment to the agency.

§302-6.306 When must we make the
lump sum TQSE payment to the
transferee?

You must pay the transferee the
lump sum TQSE payment prior to the
occupancy of TQ. You should make the
lump sum TQSE payment as close as is
reasonably possible to the time that
the transferee will begin occupancy of
TQ.

[FTR Amdt. 2011-01, 76 FR 18338, Apr. 1, 2011]

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18338, Apr. 1, 2011, §302-6.306 was
added, effective Aug. 1, 2011.
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SUBCHAPTER D—TRANSPORTATION AND STORAGE OF
PROPERTY

PART 302-7—TRANSPORTATION
AND TEMPORARY STORAGE OF
HOUSEHOLD GOODS AND PRO-
FESSIONAL BOOKS, PAPERS, AND
EQUIPMENT (PBP&E)

Subpart A—General Rules

Sec.

302-7.1 Who is eligible for the transpor-
tation and temporary storage of house-
hold goods (HHG) at Government ex-
pense?

302-7.2 What is the maximum weight of
HHG that may be transported or stored
at Government expense?

302-7.3 May HHG be transported or stored in
more than one lot?

302-7.4 Does the weight of any professional
books, papers and equipment (PBP&E)
count against the 18,000 pound HHG
weight limitation?

302-7.5 May the 18,000 pound HHG weight
limitation be increased if PBP&E are
transported as an administrative expense
to the agency?

302-7.6 What are the authorized origin and
destination points for the transportation
of HHG and PBP&E?

302-7.7 May the origin and destination
points be other than that prescribed in
§302-7.6?

302-7.8 Is there a time limit for the tem-
porary storage of an authorized HHG
shipment?

302-7.9 What are some reasons that would
justify the additional storage beyond the
initial 90-day limit?

302-7.10 Is property acquired en route eligi-
ble for transportation at Government ex-
pense?

302-7.11 What is the Government’s liability
for loss or damage to HHG?

302-7.12 What are the various methods of
shipping HHG and how is the weight de-
termined for each type of shipment?

302-7.13 What methods of transporting and
paying for the movement of HHG,
PBP&E and temporary storage are au-
thorized?

302-7.14 Are there any disadvantages to
using the commuted rate method for
transporting HHG, PBP&E and tem-
porary storage?

302-7.15 Must | use the method selected by
my agency for transporting my HHG,
PBP&E and temporary storage?

302-7.16 Is the maximum weight allowance
for HHG and temporary storage limited
when quarters are furnished or partly

furnished by the Government OCONUS or
upon return to CONUS?

302-7.17 May PBP&E be transported at Gov-
ernment expense upon returning to
CONUS for separation from Government
service, after completion of an OCONUS
assignment?

302-7.18 Who is liable for any loss or damage
to HHG incident to an authorized reloca-
tion?

302-7.19 Should I include items that are ir-
replaceable or of extremely high mone-
tary or sentimental value in my HHG
shipment?

302-7.20 If my HHG shipment includes an
item (e.g., boat, trailer, ultralight vehi-
cle) for which a weight additive is as-
sessed by the HHG carrier, am | respon-
sible for payment?

Subpart B—Commuted Rate

302-7.100 How are the charges of trans-
porting HHG, and temporary storage cal-
culated?

302-7.101 Where can the commuted rate
schedules for the transportation of HHG,
and temporary storage be found?

302-7.102 How is the mileage distance deter-
mined under the commuted rate method?

302-7.103 How are the charges calculated
when a carrier charges a minimum
weight, but the actual weight of HHG,
PBP&E and temporary storage is less
than the minimum weight charged?

302-7.104 What documentation must be pro-
vided for reimbursement?

302-7.105 May an advance of funds be au-
thorized for transporting HHG and tem-
porary storage?

302-7.106 What documentation is required to
receive an advance under the commuted
rate method?

302-7.107 May my HHG be temporarily
stored at Government expense?

302-7.108 What temporary storage expenses
will be reimbursed?

302-7.109 Are receipts required?

302-7.110 Is there a reimbursement limit?

Subpart C—Actual Expense Method

302-7.200 How are charges paid and who
makes the arrangements for transporting
HHG, PBP&E and temporary storage
under the actual expense method?

302-7.201 Is temporary storage in excess of
authorized limits and excess valuation of
goods and services payable at Govern-
ment expense?
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Subpart D—Agency Responsibilities

302-7.300 What policies and procedures must
we establish for this part?

302-7.301 What method of transporting HHG
should we authorize?

302-7.302 What method of transporting
should we authorize for PBP&E?

302-7.303 What guidelines must we follow
when authorizing transportation of
PBP&E as an administrative expense?

302-7.304 When HHG are shipped under the
actual expense method, and PBP&E as an
administrative expense, in the same lot,
are separate weight certificates re-
quired?

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a);

E.O. 11609, 36 FR 13747, 3 CFR, 1971-1973
Comp., p. 586.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18339, Apr. 1, 2011, the authority ci-
tation for part 302-7 was revised, effective
Aug. 1, 2011. For the convenience of the user,
the revised text is set forth as follows:

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a);
E.O. 11609, as amended, 3 CFR, 1971-1975
Comp., p. 586.

SOURCE: FTR Amdt. 98, 66 FR 58196, Nov.
20, 2001, unless otherwise noted.

Subpart A—General Rules

NOTE TO SUBPART A: Use of pronouns “I”,
“you’, and their variants throughout this
subpart refers to the employee, unless other-
wise noted.

§302-7.1 Who is eligible for the trans-
portation and temporary storage of
household goods (HHG) at Govern-
ment expense?

The following are eligible for the
transportation and temporary storage
of household goods (HHG) at Govern-
ment expense when a relocation has
been determined to be in the interest of
the Government:

(a) An employee transferred between
official stations, within or outside the
continental United States (CONUS);

(b) A new appointee to his/her first
official station within or outside the
CONUS;

(¢) An employee being returned to
CONUS for separation from an outside
CONUS assignment, after completion
of an agreed upon period of services;

(d) An SES employee authorized last
move home benefits under §302-3.304 of
this chapter;
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(e) An employee authorized a tem-
porary change of station (TCS).

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as
amended by FTR Amdt. 2010-07, 75 FR 72968,
Nov. 29, 2010]

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18339, Apr. 1, 2011, §302-7.1 was
amended in paragraph (d) by removing “‘§302—
3.304” and adding ‘‘§§302-3.304 through 302-
3.315” in its place, effective Aug. 1, 2011.

§302-7.2 What is the maximum weight
of HHG that may be transported or
stored at Government expense?

The maximum weight allowance of
HHG that may be shipped or stored at
Government expense is 18,000 pounds
net weight.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18339, Apr. 1, 2011, §302-7.2 was re-
vised, effective Aug. 1, 2011. For the conven-
ience of the user, the revised text is set forth
as follows:

§302-7.2 What is the maximum weight of
HHG that may be transported or stored
at Government expense?

(@) The maximum weight allowance of
HHG that may be shipped or stored at Gov-
ernment expense is 18,000 pounds net weight.
For uncrated or van line shipments, a 2,000
pound allowance is added to the 18,000
pounds net weight allowance to cover pack-
ing materials for the shipment. In no case
may a shipment weigh over 20,000 gross
pounds (the 18,000 pounds net weight of the
uncrated HHG plus the 2,000 pound allowance
for packing materials). The relocating em-
ployee is responsible for reimbursing the
Government for all costs incurred if the ship-
ment is overweight. For determining the
weight of crated shipments, containerized
shipments, and constructive weight for other
types of household good shipments, please
see the chart in §302-7.13.

(b) An agency may establish a lower net
weight allowance and a lower allowance for
packing materials in special circumstances,
such as transferring an employee into gov-
ernment-furnished quarters.

§302-7.3 May HHG be transported or
stored in more than one lot?

Household goods may be transported
and stored in multiple lots, however,
your maximum HHG weight allowance
is based upon shipping and storing all
HHG as one lot.
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§302-7.4 Does the weight of any pro-
fessional books, papers and equip-
ment (PBP&E) count against the
18,000 pound HHG weight limita-
tion?

Yes, the weight on any PBP&E is
generally part of and not in addition to
the 18,000 pound HHG weight limita-
tion. However, if the weight of any
PBP&E causes the lot to exceed 18,000
pounds, the PBP&E may be trans-
ported to the new duty station as an
administrative expense of the agency.
Authorization for such shipment is
granted solely at the discretion of the
agency and subject to its policies gov-
erning such shipment.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18339, Apr. 1, 2011, §302-7.4 was re-
vised, effective Aug. 1, 2011. For the conven-
ience of the user, the revised text is set forth
as follows:

§302-7.4 Who pays for shipping professional
books, papers, and equipment (PBP&E)?

The agency may pay for shipping PBP&E
as a discretionary item. When authorized,
shipping PBP&E is considered an adminis-
trative cost to the agency. However, for ease
of administration in calculating this allow-
ance, PBP&E should be included as part of
the HHG shipment, if possible. That is, if the
net weight of the HHG plus the PBP&E is
less than 18,000 pounds, the agency should
ship the items together and pay for the HHG
shipment in one payment.

§302-7.5 May the 18,000 pound HHG
weight limitation be increased if
PBP&E are transported as an ad-
ministrative expense to the agency?

No, the 18,000 pound HHG weight lim-
itation is mandated by statute and
cannot be exceeded. Shipments of
PBP&E as an administrative expense
to the agency are not subject to the
HHG maximum weight allowance.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18339, Apr. 1, 2011, §302-7.5 was re-
vised, effective Aug. 1, 2011. For the conven-
ience of the user, the revised text is set forth
as follows:

§302-7.5 What happens if the HHG ship-
ment includes PBP&E, and it might ex-
ceed, or did exceed, the 18,000 pounds net
weight allowance?

(a) Separate the PBP&E and have the HHG
carrier estimate the weight of the PBP&E
before the HHG shipment is picked up. Sub-
tract 110 percent of the estimated PBP&E
weight (to adjust for packing materials)
from the estimated gross weight as shown on
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the shipping documents (i.e., net weight
minus the PBP&E minus 10 percent of the
PBP&E). If the result is more than the 18,000
pounds net weight allowance, then the ship-
ment exceeds the net weight allowance.

(b) If you did not discover that the HHG
shipment exceeded the net weight allowance
in advance, and if you did not weigh or esti-
mate the PBP&E before shipping it, then
weigh the PBP&E before it is delivered. De-
termine if the shipment exceeds the net
weight allowance by applying the formula in
paragraph (a) of this section.

(c) If the calculation in paragraph (a) of
this section shows that the shipment does
not exceed the net weight allowance, then
the agency may transport and pay for ship-
ping the PBP&E plus packing materials with
the household goods.

(d) However, if the calculation in para-
graph (a) of this section shows that the ship-
ment may exceed the net weight allowance,
and if the employee was authorized PBP&E,
then the employee must pay for shipping all
weight that exceeds the net weight allow-
ance for their HHG, minus the PBP&E and
packing materials for both. The agency may
then pay for shipping the PBP&E as an ad-
ministrative expense.

(e) The agency may require reasonable doc-
umentation of the items requesting to be
shipped as PBP&E and the weight of the
PBP&E.

§302-7.6 What are the authorized ori-
gin and destination points for the
transportation of HHG and PBP&E?

The authorized origin and destina-
tion points for the transportation of
HHG and PBP&E varies by category of
employee and are as follows:

TRANSPORTATION OF HHG AND PBP&E

Category of employee Authorized origin/destination

Between the old and new of-
ficial station.

From place of actual resi-
dence to New official sta-
tion.

(a) Employee transferred be-
tween official stations.
(b) New appointee .................

(c) Employee returning from
outside CONUS assign-
ment for separation from
Government service.

(d) SES last move home ben-
efits.

Temporary change of official
station (TCS).

Last official station to place of
actual residence.

From last official station to
place of Selection.

From current official station to
TCS location and return.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18339, Apr. 1, 2011, §302-7.6 was re-
vised, effective Aug. 1, 2011. For the conven-
ience of the user, the revised text is set forth
as follows:
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§302-7.6 What are the authorized origin and
destination points for the transportation
of HHG and PBP&E?

The authorized origin and destination
points for the transportation of HHG and
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PBP&E vary by category of employee and
are listed in the following table:

TRANSPORTATION OF HHG AND PBP&E

Category of employee

Authorized origin/destination

(a) Employee transferred between official stations .....................

(b) New appointee ...

(c) Employee returning from outside CONUS assignment for
separation from Government service.

(d) Employee authorized separation travel at Government ex-
pense to actual residence but retiring at the OCONUS official
station or an alternate location.

(e) SES last move home benefits

(f) Temporary change of official station (TCS) ........ccccccvevvrenne.

Between the old and new official stations (including to/from ex-
tended storage location when authorized).

From place of actual residence to new official station (including
to location of extended storage when authorized).

Last official station and extended storage location, when au-
thorized, to place of actual residence.

From any location, including actual residence and extended
storage location to any other location (including the
OCONUS official station), not to exceed the constructive
transportation cost from the official station and extended
storage location (respectively) to the actual residence.

From the last official station and extended storage location,
when authorized, to the place of selection.

From the current official station to the TCS location and return
(includes to and from extended storage location when au-
thorized).

§302-7.7 May the origin and destina-
tion points be other than that pre-
scribed in § 302-7.6?

Yes, shipments may originate or ter-
minate at any location; however, your
reimbursement is limited to the cost of
transporting the property in one lot
from the authorized origin to the au-
thorized destination.

§302-7.8 Is there a time limit for the
temporary storage of an authorized
HHG shipment?

The initial period of temporary stor-
age at Government expense shall not
exceed 90 days in connection with any
authorized HHG shipment. The HHG
may be placed in temporary storage at
origin, in transit, at destination, or
any combination thereof. However,
upon your written request, an addi-
tional 90 days may be authorized by
the designated agency official. In no
case may the maximum time limit for
temporary storage exceed 180 days.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18340, Apr. 1, 2011, §302-7.8 was re-
designated as §302-7.9 and revised and a new
§302-7.8 was added, effective Aug. 1, 2011. For
the convenience of the user, the added and
revised text is set forth as follows:

§302-7.8 At what location can CONUS-to-
CONUS or OCONUS-to-CONUS HHG ship-
ments be temporarily stored?

Your HHG may be placed in temporary
storage at origin, in transit, at destination,

or any combination thereof upon agency ap-
proval.

§302-7.9 What are the time limits for the
temporary storage of authorized HHG
shipments?

(a) For CONUS to CONUS shipments. The
initial period of temporary storage at Gov-
ernment expense may not exceed 60 days.
You may request additional time, up to a
maximum of 90 days, and you must make
such a request prior to the expiration of the
original 60 days. This extension must be ap-
proved by the agency official designated for
such requests. Under no circumstances may
temporary storage at Government expense
for CONUS to CONUS shipments exceed a
total of 150 days.

(b) For shipments that include an OCONUS
origin or destination. The initial period of
temporary storage at Government expense
may not exceed 90 days. You may request ad-
ditional time, up to a maximum of 90 days,
and you must make such a request prior to
the expiration of the original 90 days. This
extension must be approved by the agency
official designated for such requests. Under
no circumstances may temporary storage for
shipments at Government expense that in-
clude an OCONUS origin or destination ex-
ceed a total of 180 days.

§302-7.9 What are some reasons that
would justify the additional storage
beyond the initial 90-day limit?

Reasons for justifying temporary
storage beyond the initial 90-day limit
include, but are not limited to:

(a) An intervening temporary duty or
long-term training assignment;
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(b) Non-availability of suitable hous-
ing;

(c) Completion of residence under
construction;

(d) Serious illness of employee or ill-
ness or death of a dependent;

(e) Strikes, acts of God, or other cir-
cumstances beyond the control of the
employee; or

(f) Similar reasons.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18340, Apr. 1, 2011, §302-7.9 was re-
designated as §302-7.10 and revised, effective
Aug. 1, 2011. For the convenience of the user,
the revised text is set forth as follows:

§302-7.10 What are the reasons that would
justify the additional storage beyond the
initial 60 days CONUS and 90 days
OCONUS limits?

Reasons for justifying temporary storage
beyond the initial limit include, but are not
limited to:

(a) An intervening temporary duty or long-
term training assignment;

(b) Non-availability of suitable housing;

(c) Completion of residence under con-

§302-7.12

(d) Serious illness of employee or illness or
death of a dependent; or

(e) Strikes, acts of God, or other cir-
cumstances beyond the control of the em-
ployee.

§302-7.10 Is property acquired en
route eligible for transportation at
Government expense?

No, property acquired en route will
not be eligible for transportation at
Government expense.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18340, Apr. 1, 2011, §302-7.10 was re-
designated as §302-7.11, effective Aug. 1, 2011.

§302-7.11 What is the Government’s li-
ability for loss or damage to HHG?

The Government’s liability for loss
or damage to HHG is determined by
your agency under title 31 U.S.C. 3721-
3723 and agency implementing rules
and regulations issued pursuant to the
law.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18340, Apr. 1, 2011, §302-7.11 was re-

struction;

designated as §302-7.12, effective Aug. 1, 2011.

§302-7.12 What are the various methods of shipping HHG and how is the weight
determined for each type of shipment?

HHG should be shipped by the most economical method available. The various
methods of shipment and weight calculations include the following:

Method of shipment

How weight of shipment is determined

(a) Uncrated (shipped in HHG movers van
or similar conveyance).

(b) Crated shipments ...

(c) Containerized shipments (Special con-
tainers designed, e.g., lift vans, CONEX
transporters, HHG shipping boxes, for
repeated use).

(d) Constructive weight

The net weight will be shown on the bill of lading or weight certificate attached and
includes the weight of barrels, boxes, cartons, and similar material used in pack-
ing, but does not include pads, chains, dollies and other equipment to load and
secure the shipment.

When crated the net weight will not include the weight of the crating material. The
net weight will be computed as being 60 percent of the gross weight. However, if
the net weight computed in this manner exceeds the applicable weight limitation
and if it is determined that, for reasons beyond the employee’s control, unusually
heavy crating and packing materials were necessarily used, the net weight may
be computed at less than 60 percent of the gross weight.

When the known tare weight does not include the weight of interior bracing and
padding materials but only the weight of the container, the net weight will be 85
percent of the gross weight less the weight of the container. If the known tare
weight includes such material, so that the net weight is the same as it would be
for uncrated shipments in interstate commerce, the net weight will not be subject
to reduction.

If adequate scales are not available at origin, en route or at destination, a construc-
tive weight based on 7 pounds per cubic foot of properly loaded van space may
be used. Such weight may be used for a part-load when its weight could not be
obtained, without first unloading it or other part-loads being carried in the same
vehicle or when the HHG are not weighed because the carrier's charges for local
or metropolitan area moves are properly computed on the basis other than
weight or volume of the shipment (as when payment is based on an hourly rate
and distance involved). In such instances a statement from the carrier showing
the properly loaded van space required for the shipment should be obtained with
respect to proof of entitlement to a commuted rate payment when net weight
cannot be shown.
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EFFeCTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18340, Apr. 1, 2011, §302-7.12 was re-
designated as §302-7.13 and amended in the
second column of the table, by revising the
first entry (opposite entry (a) in the first col-
umn), to read ‘““An allowance of up to 2,000
pounds, exclusive of the 18,000 pounds net
weight of HHG shipment, is used for the
packing weight covering barrels, boxes, car-
tons, and similar material but does not in-
clude pads, chains, dollies and other equip-
ment to load and secure the shipment.”, ef-
fective Aug. 1, 2011.

§302-7.13 What methods of trans-
porting and paying for the move-
ment of HHG, PBP&E and tem-
porary storage are authorized?

There are two authorized methods of
transporting and paying for the move-
ment of HHG, PBP&E and temporary
storage. Your agency will determine
which of the following methods will be
authorized.

(a) Commuted rate system. Under the
commuted rate system you assume
total responsibility for arranging and
paying for, at least the following serv-
ices: packing/unpacking, crating/un-
crating, pickup/deliver, weighing, line-
haul, drayage, and temporary storage
of your HHG and PBP&E with a com-
mercial HHG carrier or by renting self
drive equipment for a do-it-yourself
move. When any PBP&E is transported
as an administrative expense of your
agency, all arrangements (e.g., pack-
ing/unpacking, pickup/delivery, weigh-
ing, temporary storage, etc.) will be
handled and paid for by your agency.

(b) Actual expense method. Under the
actual expense method, your agency
assumes the responsibility for arrang-
ing and paying for all aspects (e.g.,
packing/unpacking, pickup/delivery,
weighing, line-haul, drayage, tem-
porary storage, etc.), of transporting
your HHG and PBP&E with a commer-
cial HHG carrier.

EFFeCTIVE DATE NOTE: By FTR Amdt. 2011-
01, 76 FR 18340, Apr. 1, 2011, §302-7.13 was re-
designated as §302-7.14, effective Aug. 1, 2011.

§302-7.14 Are there any disadvantages
to using the commuted rate method
for transporting HHG, PBP&E and
temporary storage?

Yes. The disadvantages to using the
commuted rate method for trans-
porting HHG, PBP&E and temporary
storage are that the:
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(a) Government cannot take advan-
tage of any special rates that may be
offered only to Government shipments;

(b) Commuted rate method does not
apply to intrastate moves; and

(¢) Commuted rate method may not
fully reimburse your out-of-pocket ex-
penses.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011-
01, 76 FR 18340, Apr. 1, 2011, §302-7.14 was re-
designated as §302-7.15, effective Aug. 1, 2011.

§302-7.15 Must I use the method se-
lected by my agency for trans-
porting my HHG, PBP&E and tem-
porary storage?

No, you do not have to use the meth-
od selected (§302-7.301) by your agency,
and you may pursue other methods,
however, your reimbursement is lim-
ited to the actual cost incurred, not to
exceed what the Government would
have incurred under the commuted
rate system within CONUS and the ac-
tual expense method OCONUS.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18340, Apr. 1, 2011, §302-7.15 was re-
designated as §302-7.16 and revised, effective
Aug. 1, 2011. For the convenience of the user,
the revised text is set forth as follows:

§302-7.16 Must I use the methods selected
by my agency for transportation and tem-
porary storage of my HHG and PBP&E?

No, you do not have to use the method se-
lected (see §302-7.401) by your agency for
transportation and temporary storage of
your HHG and PBP&E. You may pursue
other methods; however, your reimburse-
ment is limited to the actual cost incurred,
not to exceed what the Government would
have incurred under the method selected by
your agency.

§302-7.16 Is the maximum weight al-
lowance for HHG and temporary
storage limited when quarters are
furnished or partly furnished by
the Government OCONUS or upon
return to CONUS?

When quarters are furnished or part-
ly furnished by the Government
OCONUS, your agency may limit the
weight of HHG and temporary storage
that can be transported to that loca-
tion. Only the authorized weight allow-
ance that was shipped to the OCONUS
location may be returned to CONUS
upon completion of the tour of duty,
unless the agency makes an exception
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under conditions specified in agency
internal regulations.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18340, Apr. 1, 2011, §302-7.16 was re-
designated as §302-7.17, effective Aug. 1, 2011.

§302-7.17 May PBP&E be transported
at Government expense upon re-
turning to CONUS for separation
from Government service, after
completion of an OCONUS assign-
ment?

Any PBP&E that was transported as
an administrative expense of the Gov-
ernment to the OCONUS assignment
will be returned as an administrative
expense of the Government to the place
of actual residence or any other loca-
tion, not to exceed the cost to the au-
thorized destination.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18340, Apr. 1, 2011, §302-7.17 was re-
designated as §302-7.18, effective Aug. 1, 2011.

§302-7.18 Who is liable for any loss or
damage to HHG incident to an au-
thorized relocation?

When transporting HHG under the
commuted rate or actual expense
method and a commercial HHG carrier
is used, the carrier accepts limited li-
ability for any loss or damage in ac-
cordance with HHG carrier tariffs. For
transporting HHG by self drive equip-
ment for a do-it-yourself-move and for
any loss or damage not covered by the
HHG carrier, see part 302-11 of this
chapter.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18340, Apr. 1, 2011, §302-7.18 was re-
designated as §302-7.19, effective Aug. 1, 2011.

§302-7.19 Should I include items that
are irreplaceable or of extremely
high monetary or sentimental value
in my HHG shipment?

Generally no; items that are irre-
placeable or of extremely high mone-
tary or sentimental value should not
be included in your HHG shipment. Ad-
ditional insurance may be purchased,
at your expense, to cover any loss or
damage, however, such items are not
necessarily provided special security.
Accordingly, it is advisable that you or
an immediate family member(s) trans-
port such items personally.

§302-7.100

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18340, Apr. 1, 2011, §302-7.19 was re-
designated as §302-7.20, effective Aug. 1, 2011.

§302-7.20 If my HHG shipment in-
cludes an item (e.g., boat, trailer,
ultralight vehicle) for which a
weight additive is assessed by the
HHG carrier, am I responsible for
payment?

If your HHG shipment includes an
item (e.g., boat or trailer of reasonable
size) for which a weight additive is as-
sessed by the HHG carrier (as pre-
scribed in applicable tariffs), and your
shipment exceeds the maximum weight
prescribed in §302-7.2, you are respon-
sible for all excess charges and any spe-
cial packing, crating, and handling of
the weight additive item. See §302-7.200
on how charges are paid and who
makes the shipping arrangements.

[FTR Amdt. 108, 67 FR 57969, Sept. 13, 2002]

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18339, Apr. 1, 2011, §302-7.20 was
reredesginated as §302-7.21 and revised, effec-
tive Aug. 1, 2011. For the convenience of the
user, the revised text is set forth as follows:

§302-7.21 If my HHG shipment includes an
item for which a weight additive is as-
sessed by the HHG carrier (e.g., boat,
trailer, ultralight vehicle), am I respon-
sible for payment?

(a) No, you will not be responsible for the
shipping charges that result from a weight
additive so long as the actual weight of your
HHG without the additive does not exceed
the 18,000 pound net weight allowance for re-
location. However you are responsible for
any amount your HHG exceeds the 18,000
pound net weight allowance prior to the ad-
dition of the weight additive (e.g., when a
weight additive of 700 pounds is imposed by
a HHG carrier for a 65-pound canoe and the
total net weight of the HHG, including the
weight additive, is 18,765 pounds, you are
only responsible for the 65 pounds actually
added by the canoe).

(b) You are also responsible for the cost of
special packing, crating, and handling of the
weight additive items, if any. See §302-7.200
on how charges are paid and who makes the
shipping arrangements.

Subpart B—Commuted Rate

§302-7.100 How are the charges of
transporting HHG, and temporary
storage calculated?

The charges for transporting HHG,
and temporary storage are computed
by multiplying the number of pounds
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shipped divided by 100 (within the 18,000
maximum limitation) by the applicable
rate per one-hundred pounds for the
distance transported. This includes,
but is not limited to packing/unpack-
ing, crating/uncrating, drayage, weigh-
ing, pickup/delivery, line-haul, accesso-
rial charges, and temporary storage
charges, including but not limited to
handling in/out, etc. However, your re-
imbursement may not fully cover your
total out-of-pocket expenses. In deter-
mining the distance shipped you may
use the Household Goods Carriers Mile-
age Guide (issued by the Household
Goods Carriers’ Bureau, 1611 Duke
Street, Alexandria, VA 22314-3482), tar-
iffs filed with GSA travel management
centers, or any other mileage guide au-
thorized by your agency. If the exact
mileage is not shown, the next higher
mileage distance applies. If there is a
minimum weight charge above the ac-
tual weight under applicable tariffs, re-
imbursement will be based on the min-
imum weight charge instead of the ac-
tual weight.

§302-7.101 Where can the commuted
rate schedules for the transpor-
tation of HHG, and temporary stor-
age be found?

The charges for the line-haul trans-
portation, packing, crating, unpacking,
drayage incident to transportation,
and other accessorial charges for HHG,
and temporary storage can be found in
the Household Goods Carrier Bureau
tariff (issued by the Household Goods
Carriers’ Bureau, 1611 Duke Street, Al-
exandria, VA 22314-3482) or by con-
tacting the GSA travel management
center or the appropriate office des-
ignated in your agency.

§302-7.102 How is the mileage dis-
tance determined under the com-
muted rate method?

To determine the distance from the
authorized origin to the authorized
destination, the Household Goods Car-
riers Standard Mileage Guide, or a
standard road atlas issued by The
Household Goods Carrier’s Bureau, or
any other mileage guide authorized by
your agency.

NOTE TO §§302-7.100 AND 302-7.102: Any sub-
stantial deviation from the distances shown
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in the authorized mileage guides must be ex-
plained on the travel claim.

§302-7.103 How are the charges cal-
culated when a carrier charges a
minimum weight, but the actual
weight of HHG, PBP&E and tem-
porary storage is less than the min-
imum weight charged?

Charges for HHG, PBP&E and tem-
porary storage are calculated based on
the minimum weight charged by the
carrier, but not to exceed 18,000 pounds.

§302-7.104 What documentation must
be provided for reimbursement?

When claiming reimbursement under
the commuted rate, you must provide:

(a) A receipted copy of the bill of lad-
ing (reproduced copies are acceptable)
including any attached weight certifi-
cate copies if issued; or

(b) Other evidence showing points of
origin and destination and the weight
of your HHG, if no bill of lading was
issued, or

(c) If a commercial HHG carrier is
not used, you are responsible for estab-
lishing the weight of the HHG, and
temporary storage by obtaining proper
certified weight certificates. Certified
weight certificates include the gross
and tare weights. This is required be-
cause payment at commuted rates on
the basis of constructive weight usu-
ally is not possible.

§302-7.105 May an advance of funds
be authorized for transporting HHG
and temporary storage?

An advance of funds may be author-
ized when the transportation of HHG
and temporary storage is authorized
under the commuted rate method.

§302-7.106 What documentation is re-
quired to receive an advance under
the commuted rate method?

To receive an advance under the com-
muted rate method, you must provide a
copy of an estimate of costs from a
commercial HHG carrier or a written
statement that includes:

(a) Origin and destination;

(b) A signed copy of a commercial
bill of lading annotated with actual
weight (or other evidence of actual
weight) or a reasonable estimate ac-
ceptable to your agency; and
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(c) Anticipated temporary storage
period (not to exceed 90 days) at Gov-
ernment expense.

§302-7.107 May my HHG be tempo-
rarily stored at Government ex-
pense?

Yes, HHG may be stored at Govern-
ment expense incident to the trans-
porting of such goods either at the
HHG carrier storage facility or a self
storage facility. Storage may be at any
combination of origin, en route loca-
tions or destination.

§302-7.108 What temporary storage
expenses will be reimbursed?

The following will be reimbursed:

(a) Reimbursable temporary storage
cost incident to storage at the HHG
carriers facility are:

(1) Handling in;

(2) Daily storage;

(3) Handling out; and

(4) Drayage to residence.

(b) Reimbursable cost of storage at a
self storage facility. This is the cost of
the storage space that will reasonably
accommodate the HHG transported.

§302-7.109 Are receipts required?

Yes, under the commuted rate sys-
tem, a receipted copy of the warehouse
or other bill for storage is required to
support reimbursement.

§302-7.110 Is there a reimbursement
limit?

Yes, reimbursement must not exceed
the rates published in the Nationwide
Household Goods Commercial Reloca-
tion Tariff (issued by the Household
Goods Carriers’ Bureau, 1611 Duke
Street, Alexandria, VA 22314-3482), sup-
plements thereto and reissues thereof.

Subpart C—Actual Expense
Method

§302-7.200 How are charges paid and
who makes the arrangements for
transporting HHG, PBP&E and tem-
porary storage under the actual ex-
pense method?

Your agency is responsible for mak-
ing all the necessary arrangements for
transporting HHG, PBP&E, and tem-
porary storage, including but not lim-
ited to packing/unpacking, crating/un-

§302-7.300

crating, pickup/delivery, weighing,
line-haul, etc., under the actual ex-
pense method. Your agency will issue a
Bill of Lading or any other shipping
document with all charges billed di-
rectly to the agency. Any cost or
weight in excess of 18,000 pounds will be
at your expense. If the shipment ex-
ceeds the maximum weight prescribed
in 8§302-7.2, the Government will pay
the total charges and the employee will
reimburse the Government for the cost
of transportation and other charges ap-
plicable to the excess weight.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as
amended by FTR Amdt. 108, 67 FR 57969,
Sept. 13, 2002]

§302-7.201 Is temporary storage in ex-
cess of authorized limits and excess
valuation of goods and services pay-
able at Government expense?

No, charges for excess weight, valu-
ation above the minimum amount, and
services obtained at higher costs must
be borne by the employee in the same
manner as he/she is responsible for ex-
cess transportation costs.

Subpart D—Agency
Responsibilities

EFFeCTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18340 and 18341, Apr. 1, 2011, in part
302-7, subpart D, consisting of 8§§302-7.300
through 302-7.304, was redesignated as new
subpart E, consisting of §§302-7.400 through
302-7.404, and revised, and a new subpart D,
consisting of 8§§302-7.300 through 302-7.305,
was added, effective Aug. 1, 2011. For the con-
venience of the user, the added and revised
text is set forth following the text currently
in effect.

NOTE TO SUBPART D: Use of pronouns “‘we”’,
‘“‘you’”, and their variants throughout this
subpart refers to the agency.

§302-7.300 What policies and proce-
dures must we establish for this
part?

You must establish policies and pro-
cedures as required for this part, in-
cluding who will:

(a) Administer your household goods
program;

(b) Authorize PBP&E to be trans-
ported as an agency administrative ex-
pense;

(c) Authorize temporary storage in
excess of the initial 90-day limit;
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(d) Collect any
charges;

(e) Advise the employee on the Gov-
ernment’s liability for any loss and
damage claims under 31 U.S.C. 3721-
3723; and

(f) Ensure that international HHG
shipments by water are made on ships
registered under the laws of the United
States whenever such ships are avail-
able.

excess cost or

§302-7.301 What method of trans-
porting HHG should we authorize?

You should authorize one of the fol-
lowing methods, of transporting an em-
ployee’s HHG, PBP&E and temporary
storage. The selected method should be
stated on the relocation travel author-
ization.

(a) Commuted rate system. For reloca-
tion or first duty station assignment
within CONUS. This method will be
used without regard to the actual ex-
pense method, unless that method is
more economical to the Government
and results in a savings of $100 or more.
Under this system the employee as-
sumes total responsibility for arrang-
ing and paying for, at least the fol-
lowing services: Packing/unpacking,
crating/uncrating, pickup/deliver,
weighing, line-haul, drayage, and tem-
porary storage of your HHG and
PBP&E with a commercial HHG carrier
or by renting self drive equipment for a
do-it-yourself move. When any PBP&E
is transported as an administrative ex-
pense of the agency, all arrangements
(e.g., packing/unpacking, pickup/deliv-
ery, weighing, temporary storage, etc.)
will be handled and paid for by you the
agency.

(b) Actual expense method. For all
shipments OCONUS and where deemed
economical to the Government within
CONUS. Under the actual expense
method, the Government assumes the
responsibility for arranging and paying
for all aspects (e.g., packing/unpack-
ing, pickup/delivery, weighing, line-
haul, drayage, temporary storage,
etc.,) of transporting the employee’s
HHG, PBP&E.
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§302-7.302 What method of trans-
porting should we authorize for
PBP&E?

You should authorize the actual ex-
pense method for transporting an em-
ployee’s PBP&E only when the weight
of the PBP&E causes the employee’s
shipment to exceed the maximum
18,000 pound HHG weight limitation.
PBP&E should be weighed prior to
shipment, if necessary, so the weight
can easily be deducted from the 18,000
pound weight allowance. The PBP&E
shipment should then be made sepa-
rately from the HHG shipment and is
an administrative expense to your
agency.

§302-7.303 What guidelines must we
follow when authorizing transpor-
tation of PBP&E as an administra-
tive expense?

You have the sole discretion to au-
thorize transportation of PBP&E pro-
vided that:

(a) An itemized inventory of PBP&E
is provided for review by the author-
izing official at the new official sta-
tion;

(b) The authorizing official has cer-
tified that the PBP&E are necessary
for performance of the employee’s du-
ties at the new duty station, and if
these items were not transported, the
same or similar items would have to be
obtained at Government expense for
the employee’s use at the new official
station; and

(c) You have acquired evidence that
transporting the PBP&E would cause
the employee’s HHG to exceed 18,000
pound maximum weight allowances.

NOTE TO §302-7.303: PBP&E transported as
an agency administrative expense to an
OCONUS location may be returned to
CONUS as an agency administrative expense
for an employee separating from Govern-
ment service.

§302-7.304 When HHG are shipped
under the actual expense method,
and PBP&E as an administrative
expense, in the same lot, are sepa-
rate weight certificates required?

Yes, the weight of the PBP&E and
the administrative appropriation
chargeable must be listed as separate
items on the bill of lading or other
shipping document.
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EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18340 and 18341, Apr. 1, 2011, in part
302-7, subpart D, consisting of 8§§302-7.300
through 302-7.304, was redesignated as new
subpart E, consisting of §§302-7.400 through
302-7.404, and revised, and a new subpart D,
consisting of 8§§302-7.300 through 302-7.305,
was added, effective Aug. 1, 2011. For the con-
venience of the user, the added and revised
text is set forth as follows:

Subpart D—Baggage Allowance

§302-7.300 When may I be authorized an
unaccompanied air baggage (UAB) ship-
ment?

UAB is used in connection with permanent
change of station OCONUS, renewal agree-
ment travel, and temporary change of sta-
tion. You may be authorized a UAB ship-
ment prior to transferring from a CONUS lo-
cation to an OCONUS location, between
OCONUS locations, or from an OCONUS lo-
cation to a CONUS location. UAB for CONUS
to CONUS shipments is not allowed under
the FTR.

§302-7.301 Is my UAB shipment in addition
to the 18,000 pounds net weight of the
HHG weight allowance?

No, for all shipments made under the au-
thority of the FTR, the UAB shipment is
part of, not in addition to, the 18,000 pounds
net weight allowance for HHG.

§302-7.302 What is the maximum weight al-
lowance for a UAB shipment?

The maximum weight allowance your
agency may grant for a UAB shipment is—

(a) Up to 350 pounds actual weight (includ-
ing the weight of the luggage or packing ma-
terial) for the employee and each immediate
family member 12 years of age and over; or

(b) Up to 175 pounds actual weight (includ-
ing the weight of the luggage or packing ma-
terial) for each immediate family member
under 12 years of age.

§302-7.303 When may my agency authorize
the shipment of UAB by expedited
means?

Your agency may authorize the shipment
of UAB by expedited means when:

(a) Shipment by a lower cost mode cannot
deliver the items being shipped by the time
they will be needed by the employee and/or
the employee’s immediate family; or

(b) You certify that expedited shipment of
your UAB is necessary to carry out your as-
signed duties; or

(c) Your agency determines that an expe-
dited shipment is necessary to prevent undue
hardship to you and members of your imme-
diate family.
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§302-7.304 Who makes arrangements for
transporting my UAB?

Your agency or your agency’s designee
should arrange for the transport of your
UAB. In limited situations, the agency may
ask the employee to make the arrangements
for a UAB shipment.

§302-7.305 When must my agency ship my
UAB?

Your agency must ship your UAB in time
to ensure that your shipment arrives by the
time you (and/or your family) report to your
new official station. Arrangements should
begin prior to your and/or your family’s de-
parture to your new official station.

Subpart E—Agency Responsibilities

NOTE TO SUBPART E: Use of pronouns “‘we,”
“‘you,” and their variants throughout this
Subpart refers to the agency.

§302-7.400 What policies and procedures
must we establish for this subpart?

You must establish policies and procedures
as required for this subpart, including who
will:

(a) Administer your household goods pro-
gram;

(b) Authorize commuted rate or actual ex-
pense for transportation and payment for
HHG, PBP&E, and temporary storage;

(c) Authorize PBP&E to be transported as
an agency administrative expense in accord-
ance with FTR guidelines (usually the au-
thorizing official for PBP&E will be at the
employee’s new official station);

(d) Authorize an employee to ship UAB;

(e) Collect any excess costs or charges;

(f) Advise the employee on the Govern-
ment’s liability for any personal property
damage or loss claims (See 31 U.S.C. 3721, et
seq.);

(9) Ensure that international HHG ship-
ments by water are made on ships registered
under the laws of the United States when-
ever such ships are available (see The Cargo
Preference Act of 1904 (10 U.S.C. 2631) and
The Cargo Preference Act of 1954 (46 U.S.C.
55302));

(h) Authorize temporary storage in excess
of the initial 60-day limit for CONUS ship-
ments or 90-day limit for OCONUS ship-
ments; and

(i) Ensure pre-payment audits are com-
pleted.

§302-7.401 What method of transportation
and payment should we authorize for
shipment and temporary storage of HHG?

There are two methods of arranging and
paying for shipment of HHG and providing
for temporary storage: actual expense and
commuted rate. You must authorize actual
expense or commuted rate, depending on
which is less costly to the Government. You
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must then specify the selected method on
the relocation travel authorization.

(a) Actual expense method. Under the actual
expense method, the Government assumes
the responsibility for arranging and paying
for the actual expenses of all aspects of ship-
ping the employee’s HHG, including PBP&E,
if any. These expenses may include but are
not limited to: Packing/unpacking, crating/
uncrating, pickup/delivery, weighing, line-
haul, drayage, and temporary storage. This
method is used for all shipments to/from/be-
tween OCONUS, and within CONUS where
deemed economical to the Government.

(b) Commuted rate system.

(1) Under the commuted rate system, the
employee assumes total responsibility for ar-
ranging and paying for the expenses of all as-
pects of shipping the employee’s HHG, in-
cluding PBP&E, if any. These expenses may
include but are not limited to: Packing/un-
packing, crating/uncrating, pickup/delivery,
weighing, line-haul, drayage, and temporary
storage. This method is used only for ship-
ments within CONUS, and only where it is
less costly to the Government than actual
expense. The employee may arrange for ship-
ment with a commercial HHG carrier or may
rent self-drive equipment for a do-it-yourself
move.

(2) The commuted rate is calculated based
on published HHG tariffs applied to the ac-
tual weight of the goods being shipped (sub-
ject also to the weight limitation in §§302-7.2
through 302-7.5).

(3) If a PBP&E shipment causes the weight
of a shipment under the commuted rate
method to exceed the 18,000 pounds net
weight allowance for HHG, then the actual
cost of shipping that excess weight attrib-
uted to the PBP&E may be paid as an admin-
istrative expense of the agency. In this case,
all related transportation arrangements
(e.g., packing/unpacking, crating/uncrating,
pickup/delivery, weighing, temporary stor-
age, etc.) associated with shipping this ex-
cess weight will be handled and paid for by
the agency (see §302-7.5 for the process of de-
termining what will paid for by the agency).

§302-7.402 What method of transportation
and payment should we authorize for
shipment of PBP&E and UAB?

(&) You should authorize the actual ex-
pense method for shipping an employee’s
PBP&E only when the weight of the PBP&E
causes the employee’s shipment to exceed
the maximum 18,000 pounds net HHG weight
limitation and in accordance with §302-7.403.
Preferably, PBP&E should be identified and
weighed prior to shipment, so the weight can
easily be deducted from the 18,000 pounds net
weight allowance. In cases where the weight
of the PBP&E causes the shipment to exceed
the 18,000 pounds net weight allowance for
HHG, the PBP&E shipment may be paid for
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as an administrative expense by you, pro-
vided you authorized PBP&E.

(b) You should authorize the actual ex-
pense method for shipping an employee’s
UAB. UAB should be identified, weighed, and
shipped prior to shipment of HHG. In cases
where the weight of the UAB causes the ship-
ment to exceed the 18,000 pounds net weight
allowance for HHG, the cost of the excess
weight is the responsibility of the employee.
Under the actual expense method of ship-
ment, you are responsible for paying the bill
of lading in full and then collecting any ex-
cess cost from the employee.

§302-7.403 What guidelines must we follow
when authorizing transportation of
PBP&E as an administrative expense?

You have the sole discretion to authorize
transportation of PBP&E as an administra-
tive expense and may do so provided that:

(a) The authorizing official has certified
that the PBP&E is necessary for perform-
ance of the employee’s duties at the new
duty station;

(b) The authorizing official has certified
that, if these items were not transported, the
same or similar items would have to be ob-
tained at Government expense for the em-
ployee’s use at the new official station;

(c) You have acquired evidence that trans-
porting the PBP&E would cause the employ-
ees’ HHG to exceed the 18,000 pounds net
weight allowance; and

(d) If you have requested it, the employee
has provided reasonable documentation of
the items requesting to be shipped as PBP&E
and the weight of the PBP&E for review by
the authorizing official (who is usually an of-
ficial at the employee’s new official station).

NOTE TO §302-7.403: PBP&E transported as
an agency administrative expense to an
OCONUS location may be returned to
CONUS as an agency administrative expense
for an employee separating from Govern-
ment service or returning to the actual place
of residence and continuing in Government
service.

§302-7.404 Are separate weight certificates
required when HHG are shipped under
the actual expense method and PBP&E
are shipped as an administrative expense
in the same lot?

Yes, separate weight certificates are re-
quired when the PBP&E and its packing al-
lowance pushes the shipment over the net
weight allowance. Otherwise, for administra-
tive efficiency, the HHG shipment should be
billed and paid for as a single shipment. If
separate weight certificates are required,
then the weight of PBP&E and the adminis-
trative appropriation chargeable must be
listed as separate items on the bill of lading
or other shipping document.
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§302-7.405 How must we arrange and pay
for transportation of HHG and UAB, if we
have authorized actual expense for trans-
portation?

When arranging transportation of HHG and
UAB under the actual expense method, you
should:

(a) Determine the constructive cost of
transporting the HHG plus the UAB, as fol-
lows:

(1) Compute the cost of transporting the
HHG (not including the UAB) in one lot, by
the most economical means; be sure to in-
clude the cost of packing and unpacking.

(2) Compute the cost of transporting the
UAB.

(3) If the HHG, including the UAB, exceeds
the 18,000 pounds net weight allowance, then
compute the cost of transporting only the
net weight allowance as one shipment; again,
be sure to include the cost of packing and
unpacking.

(4) The constructive cost is either that de-
scribed in paragraph (a)(3) of this section or
the sum of paragraphs (a)(1) and (a)(2) of this
section, depending on whether the weight of
the HHG, including the UAB, exceeds the net
weight allowance.

(b) Limit the employee’s HHG plus UAB
transportation payment to the constructive
cost as described in paragraph (a)(4) of this
section, so long as it is equal to or less than
the 18,000 pound net limit of this Chapter;

(c) Make arrangements for transporting
the employee’s HHG and UAB under two sep-
arate bills of lading, with direct payment by
the agency for both; and

(d) Advise employees of this relocation en-
titlement limitation and its potential to re-
sult in out-of-pocket expenses to the em-
ployee. That is, advise employees that they
will have to use their personal funds to pay
for transporting HHG (including UAB) in ex-
cess of 18,000 pounds net weight allowance.

PART 302-8—ALLOWANCES FOR
EXTENDED STORAGE OF HOUSE-
HOLD GOODS (HHG)

Subpart A—General

Sec.

302-8.1 When may extended storage of HHG
be authorized?

302-8.2 What is the purpose of extended
storage?

302-8.3 How will I know when my agency
has made a decision to authorize ex-
tended storage of my HHG?
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302-8.4 May | receive an advance of funds
for storage allowances covered by this
part?

Subpart B—Extended Storage During As-
signment to Isolated Locations in the
Continental United States (CONUS)

302-8.100 What is the policy for extended
storage of HHG during assignment to iso-
lated locations in CONUS?

302-8.101 What are the criteria for deter-
mining whether an official station is an
isolated official station for purposes of
this part?

302-8.102 Am | eligible for extended storage
of HHG and personal effects?

302-8.103 Where may my HHG be stored?

302-8.104 What are the allowable costs for
storage?

302-8.105 May | transport a portion of my
HHG to the official station and store the
remainder at Government expense?

302-8.106 May | change from temporary to
extended storage?

302-8.107 May | change from storage at per-
sonal expense to extended storage at
Government expense?

302-8.108 What is the authorized time period
for extended storage of my HHG?

Subpart C—Extended Storage During As-
signment Outside the Continental
United States (OCONUS)

302-8.200 Am | eligible for extended storage
during assignment OCONUS?

302-8.201 Am | entitled to reimbursement
for extended storage of HHG?

302-8.202 Do provisions for the place, choice,
or type of storage, allowable costs, or
partial storage during assignment
OCONUS differ from those prescribed for
storage during assignment to isolated lo-
cations in CONUS?

302-8.203 What is the authorized time period
for extended storage of my HHG?

Subpart D—Storage During School Recess
for Department of Defense Overseas
Dependents School (DoDDS) Teachers

302-8.300 Under what authority am |
vided storage during school recess?

302-8.301 What obligations do | have if | do
not report for service at the beginning of
the next school year?

pro-

Subpart E—Agency Responsibilities

302-8.400 What policies must we establish
for the allowance for extended storage of
HHG?

302-8.401 How should we administer the au-
thorization and payment of extended
storage of HHG?
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302-8.402 May we allow the employee to de-
termine options in the preference of his/
her storage?

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a);
E.O. 11609, 36 FR 13747, 3 CFR, 1971-1975
Comp., p. 586.

SOURCE: FTR Amdt. 98, 66 FR 58196, Nov.
20, 2001, unless otherwise noted.

Subpart A—General

NOTE TO SUBPART A: Use of pronouns ““I”’,
“‘you’, and their variants throughout this
subpart refers to the employee, unless other-
wise noted.

§302-8.1 When may extended storage
of HHG be authorized?

Your agency may authorize extended
storage of HHG under the following cir-
cumstances:

(a) Extended storage of HHG may be
authorized in lieu of shipment when:

(1) You are assigned to an isolated
duty station within CONUS (see sub-
part B of this part);

(2) You are assigned to an overseas
official station where your agency lim-
its the amount of HHG you may trans-
port to that location;

(3) You are assigned to an OCONUS
official station and your agency deter-
mines extended storage is in the public
interest or cost effective to do so; or

(4) 1t is necessary for a temporary
change of station (TCS).

(b) Extended storage of HHG is not
permitted for a career SES employee
eligible for last move home benefits.

§302-8.2 What is the purpose of ex-
tended storage?

The purpose of extended storage is to
assist in protecting personal items
when you are:

(a) Authorized a temporary change of
station (TCS) under §302-3.400 of this
chapter;

(b) Assigned to isolated locations in
CONUS to which the employee cannot
take or at which the employee is un-
able to use his/lher HHG and personal
effects because of the absence of resi-
dence quarters at that location,

(c) Assigned OCONUS when:

(1) The official station is one to
which you cannot take or at which you
are unable to use your HHG and your
personal effects; or
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(2) The head of your agency author-
izes storage of your HHG is in the pub-
lic interest or is more economical than
transporting; or

(d) Storage is necessary during
school recess for DoDDS teachers.

§302-8.3 How will I know when my
agency has made a decision to au-
thorize extended storage of my
HHG?

Your agency will indicate on your
travel authorization the specific allow-
ances you are authorized as provided in
this chapter.

§302-8.4 May I receive an advance of
funds for storage allowances cov-
ered by this part?

No, an advance of funds is not al-
lowed for storage allowances of HHG.

Subpart B—Extended Storage Dur-
ing Assignment to Isolated Lo-
cations in the Continental
United States (CONUS)

§302-8.100 What is the policy for ex-
tended storage of HHG during as-
signment to isolated locations in
CONUS?

Extended storage of HHG belonging
to an employee transferred or a new
appointee assigned to an official sta-
tion at an isolated location in CONUS
may be allowed only when it is clearly
justified under the conditions in this
part and is not primarily for the con-
venience, or at the request of, the em-
ployee or the new appointee.

§302-8.101 What are the criteria for
determining whether an official sta-
tion is an isolated official station
for purposes of this part?

(a) As determined by your agency, an
official station at an isolated location
is a place of permanent duty assign-
ment in CONUS at which you have no
alternative except to live where you
are unable to use your HHG because:

(1) The type of quarters you are re-
quired to occupy at the isolated official
station will not accommodate your
HHG; or

(2) Residence quarters which would
accommodate your HHG are not avail-
able within reasonable daily com-
muting distance of the official station.
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(b) The designation of an official sta-
tion as isolated in accordance with
paragraph (a) of this section shall not
preclude a determination in individual
instances that adequate housing is
available for some employees stationed
there based on housing which may be
available within daily commuting dis-
tance and the size and other character-
istics of each employee’s immediate
family. In such instances the station
shall not be considered isolated with
regard to you if your agency deter-
mines adequate family housing is
available for you.

NOTE TO §302-8.101: Heads of agencies con-
cerned are responsible for designating the
isolated official station at which conditions
exist for allowing extended storage of HHG
at Government expense for some or all em-
ployees.

§302-8.102 Am I eligible for extended
storage of HHG and personal ef-
fects?

Yes, you are eligible for extended
storage of HHG and personal effects if:

(@) You are stationed at an isolated
official station which your agency de-
termines meets the criteria in §302-
8.101;

(b) You performed relocation travel
or travel as a new appointee; and

(c) Your agency authorizes payment
for extended storage of your HHG.

§302-8.103 Where may my HHG be
stored?

Your HHG may be stored either in:

(@) Available Government-owned
storage space; or

(b) Suitable commercial storage
space obtained by the Government if:

(1) Government-owned space is not
available, or

(2) Commercial storage space is more
economical or suitable because of loca-
tion, transportation costs, or for other
reasons.

§302-8.104 What are the allowable

costs for storage?

Allowable costs for storage include
the cost of:

(a) Necessary packing;

(b) Crating;

(c) Unpacking;

(d) Uncrating;

(e) Transportation to and from place
of storage;

§302-8.108

(f) Charges while in storage; and

(g) Other necessary charges directly
relating to the storage as approved by
your agency.

§302-8.105 May I transport a portion
of my HHG to the official station
and store the remainder at Govern-
ment expense?

Yes, you may transport a portion of
your HHG to the official station and
store the remainder at Government ex-
pense, if authorized by your agency.
The combined weight, however, of the
HHG stored and transported must not
exceed the maximum 18,000 pounds net
weight.

§302-8.106 May I change from tem-
porary to extended storage?

Yes, you may change from temporary
to extended storage, if authorized by
your agency.

§302-8.107 May I change from storage
at personal expense to extended
storage at Government expense?

Yes, you may change from storage at
personal expense to extended storage
at Government expense, if authorized
by your agency.

§302-8.108 What is the authorized
time period for extended storage of
my HHG?

The authorized time period for ex-
tended storage of your HHG is for the
duration of the assignment not to ex-
ceed 3-years. However:

(a) Your agency will conduct periodic
reviews to determine whether current
housing conditions at your isolated of-
ficial station warrant continuation of
storage;

(b) Eligibility for extended storage at
Government expense will terminate on
your last day of active duty at the iso-
lated official station. However your
HHG may remain in temporary storage
for an additional period of time not to
exceed 90 days, if approved by your
agency.

(c) When eligibility ceases, storage at
Government expense may continue
until the beginning of the second
month after the month in which your
tour at the official station OCONUS
terminates, unless to avoid inequity
your agency extends the period.
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Subpart C—Extended Storage
During Assignment Ouiside

the Continental United States
(OCONUS)

§302-8.200 Am I eligible for extended
storage during assignment
OCONUS?

Yes, you are eligible for extended
storage during assignment OCONUS if
your agency authorizes it, and if:

(a) The official station is one to
which you are not authorized to take,
or at which you are unable to use, your
HHG; or

(b) Your agency authorizes
being in the public interest; or

(c) Your agency determines the esti-
mated cost of storage would be less
than the cost of round-trip transpor-
tation (including temporary storage) of
the HHG to your new official station.

it as

§302-8.201 Am I entitled to reimburse-
ment for extended storage of HHG?

No, your agency will determine when
it is in the Government’s interest to
reimburse you for extended storage of
HHG OCONUS.

§302-8.202 Do provisions for the place,
choice, or type of storage, allowable
costs, or partial storage during as-
signment OCONUS differ from
those prescribed for storage during
assignment to isolated locations in
CONUS?

No; the same allowable extended
storage expenses provided in §§302-8.103
through 302-8.108 apply to extended
storage OCONUS.

§302-8.203 What is the authorized
time period for extended storage of
my HHG?

Time limitations for extended stor-
age of your HHG will be determined by
your agency as follows:

(a) For the duration of the OCONUS
assignment plus 30 days prior to the
time the tour begins and plus 60 days
after the tour is completed;

(b) Extensions may be allowed for
subsequent service or tours of duty at
the same or other overseas stations if
you continue to be eligible as set forth
in §302-8.200; and

(c) When eligibility ceases, storage at
Government expense may continue
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until the beginning of the second
month after the month in which your
tour at the official station OCONUS
terminates, unless to avoid inequity
your agency extends the period.

Subpart D—Storage During School
Recess for Department of De-
fense Overseas Dependents
School (DoDDS) Teachers

§302-8.300 Under what authority am I
provided storage during school re-
cess?

(a) Description. The Department of
Defense Overseas Teachers Pay and
Personnel Practices Act (20 U.S.C. 905)
provides authority for the storage of
the HHG of DoDDS teachers during the
recess period between 2 consecutive
school years.

(b) Regulations. See the DoD Joint
Travel Regulations (JTR), Volume 2,
published by the Per Diem, Travel and
Transportation Allowance Committee
and available on the world wide web at
http://www.dtic.mil/perdiem.

§302-8.301 What obligations do I have
if I do not report for service at the
beginning of the next school year?

If you do not report for service at the
beginning of the next school year, you
must repay the Government for the
cost of the extended storage of your
HHG during the recess. Except for rea-
sons beyond your control and accept-
able to DoD, you shall be obligated to
reimburse DoD the amount paid for the
commercial storage, including related
services. If, however, the property was
stored in a Government facility, you
shall pay DoD an amount equal to the
reasonable value of the storage fur-
nished, including related services.

Subpart E—Agency
Responsibilities

NOTE TO SUBPART E: Use of pronouns ‘“‘we”’,
“‘you’, and their variants throughout this
subpart refers to the agency.

§302-8.400 What policies must we es-
tablish for the allowance for ex-
tended storage of HHG?

You must establish policies and pro-
cedures governing this part including:
(a) When you will authorize payment;
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(b) Who will determine whether pay-
ment is appropriate;

(¢) How and when reimbursements
will be paid;

(d) Which locations meet the criteria
of this part for isolated official station
at which conditions exist for allowing
extended storage at Government ex-
pense for some or all employees;

(e) Who will determine the duration
and place of extended storage.

§302-8.401 How should we administer
the authorization and payment of
extended storage of HHG?

You should limit payment of ex-
tended storage of HHG to only those
expenses that are necessary and in the
interest of the Government.

§302-8.402 May we allow the employee
to determine options in the pref-
erence of his/her storage?

Yes, the employee may determine op-
tions in the preference of his/her stor-
age. You may authorize the employee
to:

(a) Transport a portion of his/her
HHG to the official station and store
the remainder at Government expense;

(b) Change from temporary to ex-
tended storage; and

(c) Change from storage at personal
expense to extended storage at Govern-
ment expense.

PART 302-9—ALLOWANCES FOR
TRANSPORTATION AND EMER-
GENCY STORAGE OF A PRI-
VATELY OWNED VEHICLE

Subpart A—General Rules

Sec.

302-9.1 What is a ‘‘privately owned vehicle
(POV)™"?

302-9.2 What is an “‘official station’ for pur-
poses of this part?

302-9.3 What is a ‘“‘post of duty” for pur-
poses of this part?

302-9.4 What are the purposes of the allow-
ance for transportation of a POV?

302-9.5 What is the purpose of the allowance
for emergency storage of a POV?

302-9.6 What POV transportation and emer-
gency storage may my agency authorize
at Government expense?

302-9.7 Must my agency authorize transpor-
tation or emergency storage of my POV?

Pt. 302-9

302-9.8 What type of POV may | be author-
ized to transport, and if necessary, store
under emergency circumstances?

302-9.9 For what transportation expenses
will my agency pay?

302-9.10 For what POV emergency storage
expenses will my agency pay?

302-9.11 May | receive an advance of funds
for transportation and emergency stor-
age of my POV?

302-9.12 May my agency determine that
driving my POV is more advantageous
and limit my reimbursement to what it
would cost to drive my POV?

Subpart B—Transportation

GENERAL

302-9.100 Who is eligible for transportation
of a POV to a post of duty?

302-9-101 In what situations may my agency
authorize transportation of a POV to my
post of duty?

302-9.102 How many POV’s may | transport
to a post of duty?

302-9.103 Do | have to ship my POV to my
actual post of duty?

302-9.104 What may | do if there is no port
or terminal at the point of origin and/or
destination?

POV TRANSPORTATION AT TIME OF
ASSIGNMENT

302-9.140 Under what specific conditions
may my agency authorize transportation
of a POV to my post of duty upon my as-
signment to that post of duty?

302-9.141 What is the ‘“‘authorized point of
origin” when | transport a POV to my
post of duty?

302-9.142 What will 1 be reimbursed if 1
transport a POV from a point of origin
that is different from the authorized
point of origin?

302-9.143 When | am authorized to transport
a POV, may | have the manufacturer or
the manufacturer’s agent transport a
new POV from the factory or other ship-
ping point directly to my post of duty?

POV TRANSPORTATION SUBSEQUENT TO THE
TIME OF ASSIGNMENT

302-9.170 Under what specific conditions
may my agency authorize transportation
of a POV to my post of duty subsequent
to the time of my assignment to that
post?

302-9.171 If circumstances warrant an au-
thorization to transport a POV to my
post of duty after my assignment to the
post of duty, must | sign a new service
agreement?

302-9.172 Under what conditions may my
agency authorize transportation of a re-
placement POV to my post of duty?
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302-9.173 How many replacement POV’s may
my agency authorize me to transport to
my post of duty at Government expense?

302-9.174 What is the ‘“‘authorized point of
origin” when | transport a POV, includ-
ing a replacement POV, to my post of
duty subsequent to the time of my as-
signment to that post of duty?

302-9.175 When | am authorized to transport
a POV, including a replacement POV, to
my post of duty subsequent to the time
of my assignment to that post of duty,
may | have the manufacturer or the
manufacturer’s agent transport a new
POV from the factory or other shipping
point directly to my post of duty?

Subpart C—Return Transportation of a POV
From a Post of Duty

302-9.200 When am | eligible for return
transportation of a POV from my post of
duty?

302-9.201 In what situations will my agency
pay to transport a POV from my post of
duty?

302-9.202 When do | become entitled to re-
turn transportation of my POV from my
post of duty to an authorized destina-
tion?

302-9.203 Is there any circumstance under
which I may be authorized to transport
my POV from a post of duty before com-
pleting my service agreement?

302-9.204 What is the ‘“‘authorized point of
origin’” when 1 transport my POV from
my post of duty?

302-9.205 What is the ‘‘authorized destina-
tion”” of a POV transported under this
subpart?

302-9.206 What should I do if there is no port
or terminal at my authorized point of or-
igin or authorized destination when |
transport a POV from my post of duty?

302-9.207 What will | be reimbursed if 1
transport my POV from a point of origin
or to a destination that is different from
my authorized origin or destination?

302-9.208 If I retain my POV at my post of
duty after conditions change to make use
of the POV no longer in the best interest
of the Government, may | transport it at
Government expense from the post of
duty at a later date?

302-9.209 Under what conditions may my
agency authorize me to transport from
my post of duty a replacement POV pur-
chased at that post of duty?

Subpart D—Transportation of a POV Within
the Continental United States (CONUS)

302-9.300 When am 1| eligible for transpor-
tation of my POV within CONUS at Gov-
ernment expense?
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302-9.301 Under what conditions may my
agency authorize transportation of my
POV within CONUS?

302-9.302 How many POV’s may | transport
within CONUS?

302-9.303 If | am authorized to transport my
POV within CONUS, where must the
transportation originate?

302-9.304 If I am authorized to transport my
POV within CONUS, what must the des-
tination be?

Subpart E—Emergency Storage of a POV

302-9.400 When am 1 eligible for emergency
storage of my POV?

302-9.401 Where may | store my POV if | re-
ceive notice to evacuate my immediate
family and/or household goods from my
post of duty?

Subpart F—Agency Responsibilities

302-9.500 What means of transportation may
we authorize for POV’s?

302-9.501 How should we administer the al-
lowances for transportation and emer-
gency storage of a POV?

302-9.502 What governing policies must we
establish for the allowances for transpor-
tation and emergency storage of a POV?

302-9.503 Under what condition may we au-
thorize transportation of a POV to a post
of duty?

302-9.504 What factors must we consider in
deciding whether to authorize transpor-
tation of a POV to a post of duty?

302-9.505 What must we consider in deter-
mining whether transportation of a POV
within CONUS is cost effective?

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a);
E.O. 11609, as amended, 3 CFR, 1971-1973
Comp., p. 586.

EFFeCTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18342, Apr. 1, 2011, the authority ci-
tation for part 302-9 was revised, effective
Aug. 1, 2011. For the convenience of the user,
the revised text is set forth as follows:

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a);
E.O. 11609, as amended, 3 CFR, 1971-1975
Comp., p. 586.

SOURCE: FTR Amdt. 98, 66 FR 58196, Nov.
20, 2001, unless otherwise noted.

Subpart A—General Rules

NOTE TO SUBPART A: Use of pronouns “I”,
“you’, and their variants throughout this
subpart refers to the employee, unless other-
wise noted.
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§302-9.1 What is a “privately owned
vehicle (POV)”?

A ‘“‘privately owned vehicle (POV)” is
a motor vehicle not owned by the Gov-
ernment and used by the employee or
his/her immediate family for the pri-
mary purpose of providing personal
transportation.

§302-9.2 What is an “official station”
for purposes of this part?

An ‘“official station’ is defined in
part 300-3 of this title. For purposes of
this part, an “‘official station’” may be
within or outside the continental
United States (OCONUS).

§302-9.3 What is a “post of duty” for
purposes of this part?

For purposes of this part, a ‘“‘post of

duty” is an official station outside
CONUS.

§302-9.4 What are the purposes of the
allowance for transportation of a
POV?

To reduce the Government’s overall
relocation costs by allowing transpor-
tation of a POV to your official station
within CONUS when it is advantageous
and cost effective to the Government,
and to improve our overall effective-
ness if you are transferred or otherwise
reassigned to a post of duty at which it
is in the interest of the Government for
you to have use of a POV for personal
transportation.

§302-9.5 What is the purpose of the al-
lowance for emergency storage of a
POV?

The purpose of the allowance for
emergency storage of a POV is to pro-
tect a POV transported at Government
expense to your post of duty when the
head of your agency determines that
the post of duty is within a zone from
which your immediate family and/or
household goods should be evacuated.

§302-9.6 What POV transportation and
emergency storage may my agency
authorize at Government expense?

Your agency may authorize the fol-
lowing POV transportation and emer-
gency storage at Government expense:

(a) Transportation of a POV to a post
of duty as provided in subpart B of this
part.

§302-9.10

(b) Transportation of a POV from a
post of duty as provided in subpart C of
this part.

(c) Transportation of a POV within
CONUS as provided in subpart D of this
part.

(d) Emergency storage of a POV as
provided in subpart E of this part.

§302-9.7 Must my agency authorize
transportation or emergency stor-
age of my POV?

No; however, if your agency does au-
thorize transportation of a POV to
your post of duty and you complete
your service agreement, your agency
must pay for the cost of returning the
POV. Your agency determines the con-
ditions under which it will pay for
transportation and emergency storage
and the procedures a transferred em-
ployee must follow.

§302-9.8 What type of POV may I be
authorized to transport, and if nec-
essary, store under emergency cir-
cumstances?

Only a passenger automobile, station
wagon, light truck, or other similar ve-
hicle that will be used primarily for
personal transportation may be au-
thorized to transport, and if necessary
store under emergency circumstances.
You may not transport or store a trail-
er, airplane, or any vehicle intended for
commercial use.

§302-9.9 For what transportation ex-
penses will my agency pay?

When your agency authorizes trans-
portation of your POV, it will pay for
all necessary and customary expenses
directly related to the transportation
of the POV, including crating and
packing expenses, shipping charges,
and port charges for readying the POV
for shipment at the port of embar-
kation, and for use at the port of de-
barkation.

§302-9.10 For what POV emergency
storage expenses will my agency
pay?

Your agency will pay all necessary
storage expenses, including but not
limited to readying the POV for stor-
age, transportation to point of storage,
storage, readying the POV for use after
storage, and transportation from the
point of storage. Insurance on the POV
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is at your expense, unless it is included
in the expenses allowed by this para-
graph.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as
amended by FTR Amdt. 2010-02, 75 FR 24437,
May 5, 2010]

§302-9.11 May I receive an advance of
funds for transportation and emer-
gency storage of my POV?

Yes, you may receive advance funds
in accordance with §302-2.20 of this
chapter and not to exceed the esti-
mated amount of the expenses author-
ized under this part for transportation
and emergency storage of your POV.

EFFeCTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18342, Apr. 1, 2011, §302-9.11 was
amended by removing ‘‘§302-2.20"" and adding
*§302-2.22"" in its place, effective Aug. 1, 2011.

§302-9.12 May my agency determine
that driving my POV is more advan-
tageous and limit my reimburse-
ment to what it would cost to drive
my POV?

Yes, your agency decides whether it
is more advantageous for you and/or a
member of your immediate family to
drive your POV for all or part of the
distance or to have it transported. If
your agency decides that driving the
POV is more advantageous, your reim-
bursement will be limited to the allow-
ances provided in part 302-4 of this
chapter for the travel and transpor-
tation expenses you and/or your imme-
diate family incur en route.

Subpart B—Transportation
GENERAL

§302-9.100 Who is eligible for trans-
portation of a POV to a post of
duty?

An employee who is authorized to
transfer to the post of duty, or a new
appointee or student trainee assigned
to the post of duty.

§302-9.101 In what situations may my
agency authorize transportation of
a POV to my post of duty?

Your agency may authorize transpor-
tation when:

(a) At the time of your assignment,
conditions warrant such authorization
under §302-9.140;
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(b) Conditions that once precluded
prior authorization have changed to
warrant such authorization under §302-
9.170; or

(c) Subsequent to the time of your
assignment, conditions warrant au-
thorization under §302-9.172 of a re-
placement POV.

§302-9.102 How many POV’s may I
transport to a post of duty?

You may transport one POV to a post
of duty. However, this does not limit
the transportation of a replacement
POV when authorized under §302-9.172.

§302-9.103 Do I have to ship my POV
to my actual post of duty?

Yes, you must ship your POV to your
actual post of duty. You may not
transport the POV to an alternate lo-
cation.

§302-9.104 What may I do if there is
no port or terminal at the point of
origin and/or destination?

If there is no port or terminal at the
point of origin and/or destination, your
agency will pay the entire cost of
transporting the POV from your point
of origin to your destination. If you
prefer, however, you may choose to
drive your POV from your point of ori-
gin at time of assignment to the near-
est embarkation port or terminal, and/
or from the debarkation port or ter-
minal nearest your destination to your
post of duty at any time. If you choose
to drive, you will be reimbursed your
one-way mileage cost, at the rate spec-
ified in part 301-4 of this title, for driv-
ing the POV from your authorized ori-
gin to deliver it to the port of embar-
kation, or from the port of debarkation
to the authorized destination. For the
segment of travel from the port of em-
barkation back to your authorized ori-
gin after delivering the POV to the
port or from your authorized destina-
tion to the port of debarkation to pick
up the POV, you will be reimbursed
your one-way transportation cost. The
total cost of round-trip travel, to de-
liver the POV to the port at the origin
or to pick up the POV at the port at
your destination, may not exceed the
cost of transporting the POV to or
from the port involved. You may not be
reimbursed a per diem allowance for
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round-trip travel to and from the port
involved.

POV TRANSPORTATION AT TIME OF
ASSIGNMENT

§302-9.140 Under what specific condi-
tions may my agency authorize
transportation of a POV to my post
of duty upon my assignment to that
post of duty?

Your agency may authorize transpor-
tation of a POV to your post of duty
when:

(a) It has determined in accordance
with §302-9.503 that it is in the interest
of the Government for you to have use
of your POV at the post of duty;

(b) You have signed a service agree-
ment; and

(c) You meet any specific conditions
your agency has established.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18342, Apr. 1, 2011, §302-9.140 was
amended in paragraph (a) by removing “‘§302-
9.503”” and adding ‘‘§302-9.504"" in its place, ef-
fective Aug. 1, 2011.

§302-9.141 What is the “authorized
point of origin” when I transport a
POV to my post of duty?

Your ‘“‘authorized point of origin’ is
as follows:

Your “authorized point of ori-

If you are a gin” is your

Old official station.
Place of actual residence.

(a) Transferee .......ccccceeervenns
(b) New appointee or student
trainee.

§302-9.142 What will I be reimbursed
if I transport a POV from a point of
origin that is different from the au-
thorized point of origin?

If you transport a POV from a point
of origin that is different from the au-
thorized point of origin, you will be re-
imbursed the transportation costs you
incur, not to exceed the cost of trans-
porting your POV from your author-
ized point of origin to your post of
duty.

§302-9.143 When I am authorized to
transport a POV, may I have the
manufacturer or the manufacturer’s
agent transport a new POV from
the factory or other shipping point
directly to my post of duty?

Yes, when you are authorized to
transport a POV, you may have the

§302-9.170

manufacture or the manufacturer’s
agent transport a new POV from the
factory or other shipping point directly
to your post of duty provided:

(a) You purchased the POV new from
the manufacturer or manufacturer’s
agent;

(b) The POV is transported FOB-ship-
ping point, consigned to you and/or a
member of your immediate family, or
your agent; and

(c) Ownership of the POV is not vest-
ed in the manufacturer or the manufac-
turer’s agent during transportation. In
this circumstance, you will be reim-
bursed for the POV transportation
costs, not to exceed the cost of trans-
porting the POV from your authorized
point of origin to your post of duty.

POV TRANSPORTATION SUBSEQUENT TO
THE TIME OF ASSIGNMENT

§302-9.170 Under what specific condi-
tions may my agency authorize
transportation of a POV to my post
of duty subsequent to the time of
my assignment to that post?

Your agency may authorize transpor-
tation of a POV to your post of duty
subsequent to the time of your assign-
ment to that post when:

(&) You do not have a POV at your
post of duty;

(b) You have not previously been au-
thorized to transport a POV to that
post of duty;

(¢) You have not previously trans-
ported a POV outside CONUS during
your assignment to that post of duty;

(d) Your agency has determined in
accordance with §302-9.503 that it is in
the interest of the Government for you
to have use of your POV at the post of
duty; and

(e) You signed a service agreement at
the time you were transferred in the
interest of the Government, or as-
signed if you were a new appointee or
student trainee, to your post of duty;
and

(f) You meet any specific conditions
your agency has established.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18342, Apr. 1, 2011, §302-9.170 was
amended in paragraph (d) by removing ‘‘302-
9.503”” and adding ‘‘§302-9.504"" in its place, ef-
fective Aug. 1, 2011.
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§302-9.171 If circumstances warrant
an authorization to transport a
POV to my post of duty after my as-
signment to the post of duty, must I
sign a new service agreement?

No, if circumstances changed after
arrival at your new post of duty to
warrant authorization to transport a
POV, you are not required to sign a
new service agreement, provided a
service agreement was signed at the
time of your assignment to the post of
duty. Violation of that service agree-
ment, however, will result in your per-
sonal liability for the cost of trans-
porting the POV.

§302-9.172 Under what conditions
may my agency authorize transpor-
tation of a replacement POV to my
post of duty?

Your agency may authorize transpor-
tation of a replacement POV to your
post of duty when:

(&) You require an emergency re-
placement POV and you meet the fol-
lowing conditions:

(1) You had a POV which was trans-
ported to your post of duty at Govern-
ment expense; and

(2) You require a replacement POV
for reasons beyond your control and ac-
ceptable to your agency, such as the
POV is stolen, or seriously damaged or
destroyed, or has deteriorated due to
conditions at the post of duty; and

(3) Your agency determines in ad-
vance of authorization that a replace-
ment POV is necessary and in the in-
terest of the Government; or

(b) You require a non-emergency re-
placement POV and you meet the fol-
lowing conditions:

(1) You have a POV which was trans-
ported to a post of duty at Government
expense;

(2) You have been stationed continu-
ously during a 4-year period at one or
more posts of duty; and

(3) Your agency has determined that
it is in the Government’s interest for
you to continue to have a POV at your
post of duty.

§302-9.173 How many replacement
POV’s may my agency authorize me
to transport to my post of duty at
Government expense?

Your agency may authorize one
emergency replacement POV within
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any 4-year period of continuous serv-
ice. It may authorize one non-emer-
gency replacement POV after every
four years of continuous service begin-
ning on the date you first have use of
the POV being replaced.

§302-9.174 What is the “authorized
point of origin” when I transport a
POV, including a replacement POV,
to my post of duty subsequent to
the time of my assignment to that
post of duty?

Your agency determines the author-
ized point of origin within the United
States when you transport a POV, in-
cluding a replacement POV, to your
post of duty subsequent to the time of
your assignment to that post of duty.

§302-9.175 When I am authorized to
transport a POV, including a re-
placement POV, to my post of duty
subsequent to the time of my as-
signment to that post of duty, may I
have the manufacturer or the man-
ufacturer’s agent transport a new
POV from the factory or other ship-
ping point directly to my post of
duty?

Yes, you may have the manufacture
or manufacture’s agent transport a
new POV from the factory or other
shipping point to your post of duty
under the same conditions specified in
§302-9.143.

Subpart C—Return Transportation
of a POV From a Post of Duty

§302-9.200 When am I eligible for re-
turn transportation of a POV from
my post of duty?

You are eligible for POV transpor-
tation from your post of duty when:

(a) You were transferred to a post of
duty in the interest of the Govern-
ment; and

(b) You have a POV at the post of
duty.

§302-9.201 In what situations will my
agency pay to transport a POV from
my post of duty?

Your agency will pay to transport a
POV from your post of duty when:

(@) You are transferred back to the
official station (including post of duty)
from which you transferred to your
current post of duty;
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(b) You are transferred to a new offi-
cial station within CONUS;

(c) You are transferred to a new post
of duty, where your agency determines
that use of a POV at that location is
not in the interest of the Government;

(d) You separate from Government
service after completion of an agreed
period of service at the post of duty
where your agency determined the use
of a POV to be in the interest of the
Government;

(e) You separate from Government
service prior to completion of an
agreed period of service at the post of
duty where your agency determined
the use of a POV to be in the interest
of the Government, and the separation
is for reasons beyond your control and
acceptable to your agency; or

(f) Conditions change at your post of
duty such that use of the POV no
longer is in the best interest of the
Government.

§302-9.202 When do I become entitled
to return transportation of my POV
from my post of duty to an author-
ized destination?

You become entitled to return trans-
portation of your POV from your post
of duty to an authorized destination
when:

(a) Your agency determined the use
of a POV at your post of duty was in
the interest of the Government;

(b) You have the POV at your post of
duty; and

(c) You have completed your service
agreement.

§302-9.203 Is there any circumstance
under which I may be authorized to
transport my POV from a post of
duty before completing my service
agreement?

Yes, if conditions change at your
post of duty such that use of your POV
no longer is in the interest of the Gov-
ernment, or if you separate from Gov-
ernment service prior to completion of
your service agreement for reasons be-
yond your control and acceptable to
your agency, your agency may author-
ize return transportation to your au-
thorized destination. When the return
transportation is based on changed
conditions, you are still required to
complete your service agreement. If

§302-9.206

you do not, you will be required to
repay the transportation costs.

§302-9.204 What is the “authorized
point of origin” when I transport
my POV from my post of duty?

The ‘‘authorized point of origin”
when you transport your POV from
your post of duty is the last post of
duty to which you were authorized to
transport your POV at Government ex-
pense.

§302-9.205 What is the “authorized
destination” of a POV transported
under this subpart?

The ‘“‘authorized destination” of a
POV transported under this subpart is
illustrated in the following table:

The authorized
destination of the
If POV you transport
at Government ex-

pense is

(a) You are transferred to an Official | Your official station.
station within CONUS.

(b)(1) You are transferred to another
post of duty and use of a POV at the
new post is not in the interest of the
Government;.

(2) You separate from Government
service and are eligible for transpor-
tation of your POV from your post of
duty; or.

(3) Conditions change at your post of
duty such that use of your POV no
longer is in the interest of the Gov-
ernment at that post of duty.

Your place of ac-
tual residence.

Your place of ac-
tual residence.

Your place of ac-
tual residence.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001; 67
FR 7219, Feb. 15, 2002]

§302-9.206 What should I do if there is
no port or terminal at my author-
ized point of origin or authorized
destination when I transport a POV
from my post of duty?

If there is no port or terminal at
your authorized point of origin or au-
thorized destination, your agency will
pay the entire cost of transporting the
POV from your authorized origin to
your authorized destination. If you pre-
fer, however, you may choose to drive
your POV to the port of embarkation
and/or from the port of debarkation. If
you choose to drive, you will be reim-
bursed in the same manner as an em-
ployee under §302-9.104.
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§302-9.207 What will I be reimbursed
if I transport my POV from a point
of origin or to a destination that is
different from my authorized origin
or destination?

You will be reimbursed the transpor-
tation costs you actually incur, not to
exceed what it would have cost to
transport your POV from your author-
ized origin to the authorized destina-
tion.

§302-9.208 If I retain my POV at my
post of duty after conditions change
to make use of the POV no longer in
the best interest of the Government,
may I transport it at Government
expense from the post of duty at a
later date?

Yes, your agency will pay the trans-
portation costs not to exceed the cost
of transporting it to the authorized
destination, provided you otherwise
meet all conditions for transporting a
POV.

§302-9.209 Under what conditions
may my agency authorize me to
transport from my post of duty a re-
placement POV purchased at that
post of duty?

Your agency may authorize transpor-
tation of a replacement POV purchased
at a post of duty from the same post of
duty only if:

(a) At the time you purchased the re-
placement POV, you met the condi-
tions in §302-9.172; and

(b) Prior to purchase of the replace-
ment POV, your agency authorized you
to purchase a replacement POV at the
post of duty.

Subpart D—Transportation of a
POV Within the Continental
United States (CONUS)

§302-9.300 When am I eligible for
transportation of my POV within
CONUS at Government expense?

You are eligible for transportation of
your POV within CONUS at Govern-
ment expenses when:

(@) You are an employee who trans-
fers within CONUS in the interest of
the Government; or

(b) You are a new appointee or stu-
dent trainee relocating to your first of-
ficial station within CONUS.
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§302-9.301 Under what conditions
may my agency authorize transpor-
tation of my POV within CONUS?

Your agency will authorize transpor-
tation of your POV within CONUS only
when:

(a) It has determined that use of your
POV to transport you and/or your im-
mediate family from your old official
station (or place of actual residence, if
you are a new appointee or student
trainee) to your new official station
would be advantageous to the Govern-
ment;

(b) Both your old official station (or
place of actual residence, if you are a
new appointee or student trainee) and
your new official station are located
within CONUS; and

(c) Your agency further determines
that it would be more advantageous
and cost effective to the Government
to transport your POV to the new offi-
cial station at Government expense
and to pay for transportation of you
and/or your immediate family by com-
mercial means than to have you or an
immediate family member drive the
POV to the new official station.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18342, Apr. 1, 2011, §302-9.301 was
amended by removing the word “‘and’” at the
end of paragraph (b); removing the period at
the end of paragraph (c) and adding ““;”” in its
place; and by adding paragraphs (d) and (e),
effective Aug. 1, 2011. For the convenience of
the user, the added text is set forth as fol-
lows:

§302-9.301 Under what conditions may my
agency authorize transportation of my
POV within CONUS?

* * * * *

(d) Your agency determines that the POV
is in operating order and legally titled and
tagged for driving; and

(e) The distance that the POV is to be
shipped is 600 miles or more.

§302-9.302 How many POV’s may I
transport within CONUS?

You may transport any number of
POV’s within CONUS under this sub-
part, provided your agency determines
such transportation is advantageous
and cost effective to the Government.
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EFFeECTIVE DATE NOTE: By FTR Amdt. 2011-
01, 76 FR 18342, Apr. 1, 2011, §302-9.302 was re-
vised, effective Aug. 1, 2011. For the conven-
ience of the user, the revised text is set forth
as follows:

§302-9.302 How many POV’s may I be au-
thorized to transport within CONUS?

You may be authorized to transport only
the number of POVs equal to the number of
people on the relocation travel orders, who
are licensed drivers, not to exceed two, while
relocating within CONUS at Government ex-
pense under this Chapter. Your agency must
determine that such transportation is advan-
tageous and cost effective to the Govern-
ment in accordance with §302-9.301. A vehicle
may not be shipped as PBP&E.

§302-9.303 If I am authorized to trans-
port my POV within CONUS, where
must the transportation originate?

If you are authorized to transport
your POV within CONUS, the transpor-
tation must originate as illustrated in
the following table:

Your transportation must

If you are a originate at your

Old official station.
Place of actual residence.

(a) Transferee .......ccccceeevvene
(a) New appointee or Student
trainee.

§302-9.304 If I am authorized to trans-
port my POV within CONUS, what
must the destination be?

If you are authorized to transport
your POV within CONUS your destina-
tion must be your new official station.

Subpart E—Emergency Storage of
a POV

§302-9.400 When am I eligible for
emergency storage of my POV?

You are eligible for emergency stor-
age of your POV when:

(@) Your POV was transported to
your post of duty at Government ex-
pense; and

(b) The head of your agency deter-
mines that your post of duty is within
a zone from which your immediate
family and/or household goods should
be evacuated.

§302-9.401 Where may I store my POV
if I receive notice to evacuate my
immediate family and/or household
goods from my post of duty?

If you receive notice to evacuate
your immediate family and/or HHG for

§302-9.502

your post of duty, you may store your
POV at a place determined to be rea-
sonable by your agency whether the
POV is already located at, or being
transported to, your post of duty.

Subpart F—Agency
Responsibilities

NOTE TO SUBPART F: Use of pronouns “‘we”,
“you’, and their variants throughout this
subpart refers to the agency.

§302-9.500 What means of transpor-
tation may we authorize for POV’s?

You may authorize:

(@) Commercial means of transpor-
tation for POV’s if available at reason-
able rates and under reasonable condi-
tions; or

(b) Government means of transpor-
tation for POV’s on a space-available
basis.

§302-9.501 How should we administer
the allowances for transportation
and emergency storage of a POV?

To minimize costs and promote an ef-
ficient workforce, you should provide
an employee use of his/lher POV when it
mutually benefits the Government and
the employee.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011-
01, 76 FR 18342, Apr. 1, 2011, §302-9.501 was re-
designated as §302-9.502 and a new §302-9.501
was added, effective Aug. 1, 2011. For the con-
venience of the user, the added text is set
forth as follows:

§302-9.501 How many POV’s may we au-
thorize for transportation at Government
expense?

Within CONUS, you may authorize trans-
portation of up to two POVs at Government
expense, as prescribed in §302-9.302. For ship-
ments from CONUS to OCONUS, OCONUS to
OCONUS, and OCONUS to CONUS, only one
POV may be transported at Government ex-
pense.

§302-9.502 What governing policies
must we establish for the allow-
ances for transportation and emer-
gency storage of a POV?

You must establish policies gov-
erning:

(a) When you will authorize transpor-
tation and emergency storage of a
POV,

(b) When you will authorize transpor-
tation of a replacement POV;
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(c) Who will determine if transpor-
tation of a POV to or from a post of
duty is in the interest of the Govern-
ment;

(d) Who will determine if conditions
have changed at an employee’s post of
duty to warrant transportation of a
POV in the interest of the Government;

(e) Who will determine if transpor-
tation of a POV wholly within CONUS
is more advantageous and cost effec-
tive than having the employee drive
the POV to the new official station;
and

(f) Who will determine whether to
allow emergency storage of an employ-
ee’s POV, including where to store the
POV.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18342, Apr. 1, 2011, §302-9.502 was re-
designated as §302-9.503, effective Aug. 1,
2011.

§302-9.503 Under what condition may
we authorize transportation of a
POV to a post of duty?

You may authorize transportation of
a POV to a post of duty only when you
determine, after consideration of the
factors in §302-9.504, that it is in the in-
terest of the Government for the em-
ployee to have use of a POV at the post
of duty.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18342, Apr. 1, 2011, §302-9.503 was re-
designated as §302-9.504 and amended by re-
moving “‘§302-9.504"" and adding ‘‘§302-9.505"
in its place, effective Aug. 1, 2011.

§302-9.504 What factors must we con-
sider in deciding whether to au-
thorize transportation of a POV to a
post of duty?

When deciding whether to authorize
transportation of a POV to a post of
duty, you must consider if:

(a) Local conditions at the employ-
ee’s post of duty warrant use of a POV;

(b) Use of the POV will contribute to
the employee’s effectiveness on the job;

(c) Use of a POV of the type involved
will be suitable under local conditions
at the post of duty; and

(d) The cost of transporting the POV
to and from the post of duty will be ex-
cessive, considering the time the em-
ployee has agreed to serve.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18342, Apr. 1, 2011, §302-9.504 was re-
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designated as §302-9.505 and amended by re-
moving the word ‘““‘and” at the end of para-
graph (c); removing the period at the end of
paragraph (d) and adding ‘“; and’” in its place;
and adding paragraph (e), effective Aug. 1,
2011. For the convenience of the user, the
added text is set forth as follows:

§302-9.505 What factors must we consider
in deciding whether to authorize trans-
portation of a POV to a post of duty?

* * * * *

(e) The POV is in operating order and le-
gally titled and tagged for driving.

§302-9.505 What must we consider in
determining whether transpor-
tation of a POV within CONUS is
cost effective?

When determining whether transpor-
tation of a POV within CONUS is cost
effective, you must consider the:

(a) Cost of traveling by POV;

(b) Cost of transporting the POV;

(c) Cost of travel if the POV is trans-
ported;

(d) Productivity benefit you derive
from the employee’s accelerated ar-
rival at the new official station.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18342, Apr. 1, 2011, §302-9.505 was re-
designated as §302-9.506 and amended by re-
moving the period at the end of paragraph
(d) and adding *“; and’ in its place; and by
adding paragraphs (e) and (f), effective Aug.
1, 2011. For the convenience of the user, the
added text is set forth as follows:

§302-9.506 What must we consider in deter-
mining whether transportation of a POV
within CONUS is cost effective?

* * * * *

(e) The POV is in operating order and le-
gally titled and tagged for driving; and

(f) The distance that the POV is to be
shipped is greater than 600 miles.

PART 302-10—ALLOWANCES FOR
TRANSPORTATION OF MOBILE
HOMES AND BOATS USED AS A
PRIMARY RESIDENCE

Subpart A—Eligibility and Limitations

Sec.

302-10.1 May | be reimbursed for trans-
porting my mobile home instead of an
HHG shipment?

302-10.2 Are there any eligibility require-
ments?
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302-10.3 What is the maximum amount my
agency may authorize me to receive for
transporting a mobile home?

302-10.4 Are there any geographic limita-
tions for transportation of a mobile
home?

302-10.5 May | transport a mobile home over
water?

302-10.6 Are the allowances for transporting
a mobile home in addition to the allow-
ances for per diem, mileage, and trans-
portation expenses, for me and my imme-
diate family member(s)?

Subpart B—Computation of Distance

302-10.100 What distance will my agency
allow for points of origin and destination
within CONUS and Alaska?

302-10.101 Must | furnish actual odometer
readings on the travel claim?

Subpart C—Computation of Allowances

302-10.200 What costs are allowable when a
commercial carrier transports my mobile
home overland or over water?

302-10.201 What is the mileage allowance
when you transport a mobile home over-
land by a POV?

302-10.202 Am | entitled to any other allow-
ances when | transport my mobile home
by POV?

302-10.203 What are my allowances when a
mobile home is transported partly by
commercial carrier and partly by POV?

302-10.204 What costs are allowed for pre-
paring a mobile home for shipment?

302-10.205 Are there any costs for prepara-
tion that are not allowed?

302-10.206 May my agency assume direct re-
sponsibility for the costs of preparing
and transporting my mobile home?

302-10.207 Am | responsible for excess or
non-allowable charges?

Subpart D—Advance of Fund

302-10.300 May I receive an advance of funds
when a commercial carrier transports
the mobile home?

302-10.301 May I receive an advance of funds
when payment is made directly to the
carrier by my agency?

Subpart E—Agency Responsibilities

302-10.400 What policies must we establish
for authorizing transportation of a mo-
bile home?

302-10.401 Are the allowances for trans-
porting a mobile home in addition to the
allowances for per diem, mileage, and
transportation expenses, for an employee
and immediate family member(s)?

302-10.402 What costs must we pay a com-
mercial carrier for transporting a mobile
home?

§302-10.4

302-10.403 What costs must we allow for pre-
paring a mobile home for shipment?
AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905 (a);
E.O. 11609, 36 FR 13747, 3 CFR, 1971-1975
Comp., p. 586.
SOURCE: FTR Amdt. 98, 66 FR 58196, Nov.
20, 2001, unless otherwise noted.

Subpart A—Eligibility and
Limitations

NOTE TO SUBPART A: Use of pronouns “1”,
“you’, and their variants throughout this
subpart refers to the employee.

§302-10.1 May I be reimbursed for
transporting my mobile home in-
stead of an HHG shipment?

Yes, if you are eligible for the trans-
portation of HHG, you will be reim-
bursed for transporting a mobile home
instead of an HHG shipment, not to ex-
ceed what the Government would incur
for the transportation of your HHG and
90-days temporary storage.

§302-10.2 Are there any eligibility re-
quirements?

Yes, to have a mobile home trans-
ported at Government expense, you
must certify that the mobile home will
be used at the new official station as
your primary residence and/or the pri-
mary residence of your immediate fam-
ily.

§302-10.3 What is the maximum
amount my agency may authorize
me to receive for transporting a mo-
bile home?

The maximum amount your agency
may authorize you to receive for trans-
porting a mobile home shall not exceed
the cost of transporting 18,000 pounds
of HHG and 90 days of temporary stor-
age.

§302-10.4 Are there any geographic
limitations for transportation of a
mobile home?

Yes, allowances for overland trans-
portation of a mobile home may be
made only for transportation within
CONUS, within Alaska, and through
Canada en route between Alaska and
CONUS or through Canada between one
CONUS point and another (e.g., be-
tween Buffalo, NY and Detroit, Ml). Al-
lowances for transportation within
limits prescribed may be paid even
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though the transportation involved
originates, terminates, or passes
through locations not covered, pro-
vided the amount of the allowance
shall be computed on the basis of that
part of the transportation which is
within CONUS, within Alaska, or
through Canada en route between Alas-
ka and CONUS or between one CONUS
point and another. The cost to trans-
port a mobile home may not exceed the
cost of shipping 18,000 pounds of HHG
and 90 days of temporary storage.

§302-10.5 May I transport a mobile
home over water?

Yes, you may transport a mobile
home over water when both the points
of origin and destination are within
CONUS or Alaska.

§302-10.6 Are the allowances for
transporting a mobile home in addi-
tion to the allowances for per diem,
mileage, and transportation ex-
penses, for me and my immediate
family member(s)?

Yes, allowances for transporting a
mobile home (including mileage when
towed by you) are in addition to the re-
imbursement of per diem, mileage, and
transportation expenses for you and
your immediate family member(s).
However, you must consider the fact
that the mobile home may be moved at
Government expense only if it will be
used as your residence at the new offi-
cial station, and allowances under
parts 302-5, 302-6, and 302-11 of this
chapter will be paid accordingly.

Subpart B—Computation of
Distance

§302-10.100 What distance will my
agency allow for points of origin
and destination within CONUS and
Alaska?

Your agency will allow for the dis-
tance shown in standard highway mile-
age guides or agency designated offi-
cial table of distances or actual miles
driven as determined from your odom-
eter readings, between the authorized
origin and destination.
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§302-10.101 Must I furnish actual
odometer readings on the travel
claim?

No, you do not need to furnish odom-
eter readings on the travel claim but
you must indicate the total miles trav-
eled. Any deviation from the distances
indicated in standard highway mileage
guides or agency official table of dis-
tances must be fully explained and ac-
ceptable to your agency.

Subpart C—Computation of
Allowances

§302-10.200 What costs are allowable
when a commercial carrier trans-
ports my mobile home overland or
over water?

Your agency will allow the following
costs for use of a commercial carrier
transporting your mobile home:

(a) When transporting overland;

(1) The carrier’s charge for actual
transportation of the mobile home (not
to exceed the applicable tariff for such
movements approved by an appropriate
regulatory body), provided any sub-
stantial deviation from standard high-
way mileage guides or agency official
table of distances is explained;

(2) Ferry fares, bridge, road, and tun-
nel tolls;

(3) Taxes, charges or fees fixed by a
State or other government authority
for permits to transport mobile homes
in or through its jurisdiction;

(4) Carrier’s service charges for ob-
taining necessary permits; and

(5) Charges for a pilot (flag) car or es-
cort services, when required by State
or local law.

(b) When transporting over water
cost must include, but not limited to
the cost of:

(1) Fuel and oil used for propulsion of
the boat;

(2) Pilots or navigators in the open
water;

(3) A crew;

(4) Charges for harbor pilots;

(5) Docking fees incurred in transit;

(6) Harbor or port fees and similar
charges related to entry in and naviga-
tion through ports; and

(7) Towing, whether in tow or towing
by pushing from behind.
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§302-10.201 What is the mileage allow-
ance when you transport a mobile
home overland by a POV?

The mileage allowance when you
transport a mobile home overland by
other than commercial means (e.g.,
towed by a POV) is eleven cents per
mile. This is in addition to the mileage
allowance prescribed for driving the
POV under part 302-4 of this chapter.

§302-10.202 Am I entitled to any other
allowances when I transport my
mobile home by POV?

Yes, you are also entitled to the fol-
lowing allowances when you transport
your mobile home by POV:

(a) Payment of mileage for use of a
POV to transport yourself and/or im-
mediate family member(s) as provided
in §302-4.30 of this chapter; and

(b) Preparation costs as provided in
§302-10.205.

§302-10.203 What are my allowances
when a mobile home is transported
partly by commercial carrier and
partly by POV?

The allowances in  8§302-10.200
through 302-10.202 apply to the respec-
tive portions of transportation by com-
mercial carrier and POV when a mobile
home is transported by both.

§302-10.204 What costs are allowed for
preparing a mobile home for ship-
ment?

Allowable costs for preparing a mo-
bile home for shipment include but are
not limited to:

(a) Blocking and unblocking (includ-
ing anchoring and unanchoring);

(b) Labor costs of removing and in-
stalling skirting;

(c) Separating, preparing, and sealing
each section for movement;

(d) Reassembling the two halves of a
double-wide mobile home;

(e) Travel lift fees;

(f) Rental, installation, removal and
transportation of hitches and extra
axles with wheels and tires;

(g9) Purchasing blocks in lieu of
transporting blocks from old official
station and cost of replacement blocks
broken while mobile home was being
transported;

(h) Packing and unpacking of HHG
associated with the mobile home;

§302-10.300

(i) Disconnecting and
utilities;

(J) Installation and removal of towing
lights on trailer;

(k) Charges for reasonable extension
of existing water and sewer lines; and

() Dismantling and assembling a
portable room appended to a mobile
home.

connecting

§302-10.205 Are there any costs for
preparation that are not allowed?

Yes, costs for preparing a mobile
home located outside Alaska or CONUS
for movement or the costs for reset-
tling outside Alaska or CONUS are not
allowed.

§302-10.206 May my agency assume di-
rect responsibility for the costs of
preparing and transporting my mo-
bile home?

Yes, your agency may assume direct
responsibility for the costs of preparing
and transporting your mobile home if
it is determined to be in the Govern-
ment’s interest.

§302-10.207 Am I responsible for ex-
cess or non-allowable charges?

Yes, you are responsible for any ex-
cess preparation or transportation or
non-allowable charges, such as:

(a) Costs for replacement parts, tires
purchases, structural repairs, brake re-
pairs or any other repairs or mainte-
nance performed;

(b) Costs of insurance for valuation of
mobile homes above carriers’ max-
imum liabilities, or charges designated
in the tariffs as ““Special Service;”’

(c) Cost of storage; and

(d) Costs of connecting/disconnecting
appliances, equipment, and utilities in-
volved in relocation and costs of con-
verting appliances for operation on
available utilities.

Subpart D—Advance of Funds

§302-10.300 May I receive an advance
of funds when a commercial carrier
transports the mobile home?

Yes, you may receive an advance of
funds when you are responsible for ar-
ranging and paying a commercial car-
rier to transport your mobile home.
However, the advance may not exceed
the estimated amount allowable.
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§302-10.301 May I receive an advance
of funds when payment is made di-
rectly to the carrier by my agency?

No, your agency will not authorize
you an advance of funds when it pays
the carrier directly.

Subpart E—Agency
Responsibilities

NOTE TO SUBPART E: Use of pronouns “‘we”,
“you’, and their variants throughout this
subpart refers to the agency.

§302-10.400 What policies must we es-
tablish for authorizing transpor-
tation of a mobile home?

You must establish policies for au-
thorizing transportation of a mobile
home that implements this part includ-
ing when:

(a) It is considered in the best inter-
est of the Government to assume direct
responsibility for preparing and trans-
porting an employee’s mobile home;

(b) To authorize an advance of funds
for a commercial carrier transporting
an employee’s mobile home based on
constructive or estimated cost when
the employee assumes direct responsi-
bility for payment.

41 CFR Ch. 302 (7-1-11 Edition)

§302-10.401 Are the allowances for
transporting a mobile home in addi-
tion to the allowances for per diem,
mileage, and transportation ex-
penses, for an employee and imme-
diate family member(s)?

Yes, allowances for transporting a
mobile home (including mileage when
towed by the employee) are in addition
to the allowances for per diem, mile-
age, and transportation expenses. How-
ever, you must consider the fact that
the mobile home will be used as the
employee’s and/or immediate family
member(s) primary residence at the
new official station, and reduce the al-
lowances under parts 302-5, 302-6, and
302-11 of this chapter.

§302-10.402 What costs must we pay a
commercial carrier for transporting
a mobile home?

The costs you must pay a commer-

cial carrier for transporting a mobile
home are prescribed in §302-10.200.

§302-10.403 What costs must we allow
for preparing a mobile home for
shipment?

The costs you must allow for pre-
paring a mobile home for shipment are

prescribed in §302-10.205.

202



SUBCHAPTER E—RESIDENCE TRANSACTION ALLOWANCES

PART 302-11—ALLOWANCES FOR

EXPENSES INCURRED IN CON-
NECTION WITH RESIDENCE
TRANSACTIONS

Subpart A—General Rules

Sec.

302-11.1 What is the purpose of an allowance
for expenses incurred in connection with
residence transactions?

302-11.2 Am | eligible to receive an allow-
ance for expenses incurred in connection
with residence transactions?

302-11.3 Must | sign a service agreement be-
fore receiving residence transaction al-
lowances?

302-11.4 Who is not eligible to receive an al-
lowance for expenses incurred in connec-
tion with residence transactions?

302-11.5 To be reimbursed for expenses in-
curred in my residence transactions,
must | occupy the residence at the time
I am notified of my transfer?

302-11.6 For which expenses will | be reim-
bursed if | qualify for a residence trans-
action expense allowance?

302-11.7 When are expenses for my settle-
ment of an unexpired lease reimbursable?

302-11.8 Must I sell a residence at the old of-
ficial station to be eligible to purchase a
residence at the new official station?

TIME LIMITATIONS

302-11.21 How long do | have to submit my
claim for reimbursement of expenses in-
curred in connection with my residence
transactions?

302-11.22 May the 2-year time limitation be
extended by my agency?

302-11.23 When must | request to have my
initial time period extended?

Subpart B—Title Requirements

302-11.100 For which residence may | receive
reimbursement for under this subpart?
302-11.101 Must the title to the property for
which I am requesting an allowance for
residence transactions be in my name?

302-11.102 How will the Government deter-
mine who holds title to my property?

302-11.103 How will I be reimbursed if | or a
member of my immediate family do not
hold full title to the property for which
| am requesting reimbursement?

302-11.104 When must | and/or a member(s)
of my immediate family have acquired
title interest in my residence to be eligi-
ble for the allowance for expenses in-
curred in connection with the sale of my
residence?

302-11.105 How is it determined if I hold
“‘equitable title interest” in my resi-
dence?

302-11.106 What is an accommodation party?

Subpart C—Reimbursable Expenses

302-11.200 What residence transaction ex-
penses will my agency pay?

302-11.201 When may my reimbursement for
loan assumption fees or other similar
fees exceed the 1 percent as specified in
§302-11.200()(2)?

302-11.202 What residence transaction ex-
penses will my agency not pay?

Subpart D—Request for Reimbursement

302-11.300 Is there a limit on how much my
agency will reimburse me for residence
transactions?

302-11.301 How must | request reimburse-
ment for the expenses | incur for my resi-
dence transactions?

302-11.302 What documentation must | sub-
mit to my agency to request reimburse-
ment for the sale of a former residence or
the purchase of a new one?

302-11.303 Will the Government reimburse
me for expenses incurred in connection
with my residence transactions that are
paid by someone other than me or a
member of my immediate family?

302-11.304 Will my agency reimburse me for
losses due to market conditions or prices
at the old and new official station?

302-11.305 Will I receive reimbursement for
any residence transaction expenses in-
curred prior to being officially notified of
my transfer?

302-11.306 How can | know if my expenses
are reasonable and will be reimbursed by
the Government?

302-11.307 May I receive an advance of funds
for my residence transaction expenses?

302-11.308 How much will I receive for reim-
bursement when | purchase or sell land
in excess of what reasonably relates to
the residence site?

302-11.309 What residence transaction ex-
pense are reimbursable if an employee
violates the terms of his/her service
agreement?

SETTLEMENT OF UNEXPIRED LEASE

302-11.320 How must | request reimburse-
ment for settlement of an unexpired
lease?

302-11.321 How will | be reimbursed when |
share a lease with someone else?
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Subpart E—Agency Responsibilities

302-11.400 What policies
must we establish?
302-11.401 Under what conditions may we
authorize or approve a residence trans-

action expense allowance?

302-11.402 Who is not eligible to receive resi-
dence transaction expense allowances?
302-11.403 What policies must we establish
before accepting documentation from an
employee for reimbursement of residence

transaction expenses?

302-11.404 What controls must we establish
for paying allowances for expenses in-
curred in connection with residence
transactions?

302-11.405 Which agency must review and
approve the employee’s application when
the employee transfers between agen-
cies?

302-11.406 How must we administer an em-
ployee’s claim?

302-11.407 What documentation must we re-
quire the employee to submit before pay-
ing residence transaction expenses?

and procedures

TIME LIMITATIONS

302-11.420 How long can we authorize an ex-
tension for completion of the sale and
purchase or lease termination trans-
actions?

302-11.421 What must we consider when au-
thorizing an extension of time limita-
tion?

UNEXPIRED LEASE

302-11.430 When must we reimburse an em-
ployee for expenses incurred due to set-
tlement of an unexpired lease?

302-11.431 How must we require an employee
to request reimbursement for expenses of
an unexpired lease settlement?

TITLE REQUIREMENTS

302-11.440 How must we determine who
holds title to property for reimburse-
ment purposes?

302-11.441 How must we determine if an em-
ployee holds equitable title interest in
his/her property?

REQUEST FOR REIMBURSEMENTS

302-11.450 May we advance an employee
funds for expenses incurred in connection
with residence transactions?

302-11-451 What is the maximum amount
that we may reimburse for the sale or
purchase of an employee’s residence?

AUTHORITY: 5 U.S.C. 5738 and 20 U.S.C.
905(c).

SOURCE: FTR Amdt. 98, 66 FR 58196, Nov.
20, 2001, unless otherwise noted.
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Subpart A—General Rules

NOTE TO SUBPART A: Use of pronouns “I”,
“you’, and their variants throughout this
subpart refers to the employee, unless other-
wise noted.

§302-11.1 What is the purpose of an al-
lowance for expenses incurred in
connection with residence trans-
actions?

The purpose of an allowance for ex-
penses incurred in connection with res-
idence transaction is to reimburse you
when you transfer from an old official
station to a new official station for ex-
penses that you incur due to:

(a) The sale of one residence at your
old official station, and/or the purchase
of a residence at your new official sta-
tion; or

(b) The settlement expenses for a
lease which has not expired on your
residence or mobile home lot which is
used as your permanent residence at
your old official station.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as
amended by FTR Amdt. 2010-07, 75 FR 72968,
Nov. 29, 2010]

§302-11.2 Am I eligible to receive an
allowance for expenses incurred in
connection with my residence
transactions?

You are eligible to receive an allow-
ance for expenses incurred in connec-
tion with your residence transactions
under this subpart if you have signed a
service agreement as specified in §302-
3, subpart D of this chapter, and you
are performing a permanent change of
station where:

(a) Your old and new official stations
are within the United States; or

(b) You transferred from an official
station in the United States to a for-
eign area, and you are now transferring
back to the United States and;

(1) You have completed your service
agreement time period for your over-
seas tour of duty; and

(2) You are assigned to an official
station in the United States that is
more than 50 miles from your last offi-
cial station in the United States, un-
less authorized otherwise in accordance
with §302-2.6 of this chapter.
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EFFeECTIVE DATE NOTE: By FTR Amdt. 2011-
01, 76 FR 18343, Apr. 1, 2011, §302-11.2 was re-
vised, effective Aug. 1, 2011. For the conven-
ience of the user, the revised text is set forth
as follows:

§302-11.2 Am I eligible to receive an allow-
ance for expenses incurred in connection
with my residence transactions?

(a) You must meet four basic conditions to
be eligible to receive an allowance for ex-
penses incurred in connection with your resi-
dence transactions:

(1) You must be transferring from one offi-
cial station to another;

(2) Your relocation must be incidental to
the transfer (i.e., not for the convenience of
the employee);

(3) Your relocation must meet the distance
test conditions of §302-2.6; and

(4) Your new official station must be with-
in the United States.

(b) If you previously transferred from an
official station in the United States to a for-
eign area and you are now transferring back
to the United States, then, in addition to the
requirements of paragraph (a) of this section,
you must have completed the time period
specified in your service agreement for your
overseas tour of duty.

§302-11.3 Must I sign a service agree-
ment before receiving residence
transaction allowances?

Yes, you must sign a service agree-
ment before receiving residence trans-
action allowances.

§302-11.4 Who is not eligible to re-
ceive an allowance for expenses in-
curred in connection with resi-
dence transactions?

You are not eligible to receive an al-
lowance for expenses incurred in con-
nection with residence transactions
under this subpart if you are:

(a) A new appointee; or

(b) An employee assigned under the
Government Employees Training Act (5
U.S.C. 4109).

§302-11.5 To be reimbursed for ex-
penses incurred in my residence
transactions, must I occupy the res-
idence at the time I am notified of
my transfer?

Yes, to be reimbursed for expenses in-
curred in your residence transactions,
you must occupy the residence at the
time you are notified of your transfer,
unless your transfer is from a foreign
area to an official station within the
United States other than the one you
left when you transferred out of the

§302-11.8

United States,
11.2(b).

§302-11.6 For which expenses will I be
reimbursed if I qualify for a resi-
dence transaction expense allow-
ance?

If you qualify for a residence trans-
action expense allowance, you may be
reimbursed for the:

(a) Expenses of selling your old resi-
dence and purchasing a new residence
in the United States; or

(b) Settlement of an unexpired lease
at your old official station in the
United States from which transferred
to another official station in the
United States or when assigned to a
foreign post of duty; and

(c) Expenses of purchasing a new resi-
dence in the United States upon return
to the United States upon completion
of the foreign tour of duty and the re-
turn is to a different official station,
and is 50 miles distance from the offi-
cial station which you transferred
from.

as specified in §302-

§302-11.7 When are expenses for my
settlement of an unexpired lease re-
imbursable?

When your unexpired lease (including
month to month) is for residence quar-
ters at your old official station, you
may be reimbursed for settlement ex-
penses for an unexpired lease, including
but not limited to broker’s fees for ob-
taining a sublease or charges for adver-
tising if:

(a) Applicable laws or the terms of
the lease provide for payment of settle-
ment expenses; or

(b) Such expenses cannot be avoided
by sublease or other arrangement; or

(c) You have not contributed to the
expenses by failing to give appropriate
lease termination notice promptly
after you have definite knowledge of
your transfer; or

(d) The broker’s fees or advertising
charges are not in excess of those cus-
tomarily charged for comparable serv-
ices in that locality.

§302-11.8 Must I sell a residence at
the old official station to be eligible
to purchase a residence at the new
official station?

No, you do not have to sell the resi-
dence at your old official station to be
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§302-11.21

eligible for residence purchase trans-
actions at your new official station.

TIME LIMITATIONS

§302-11.21 How long do I have to sub-
mit my claim for reimbursement of
expenses incurred in connection
with my residence transactions?

Your claim for reimbursement should
be submitted to your agency as soon as
possible after the transaction occurred.

However, the settlement dates for the

sale and purchase or lease termination

transactions for which reimbursement
is requested must occur not later than

2 years after the day you report for

duty at your new official station. (See

§302-11.23.)

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18343, Apr. 1, 2011, §302-11.21 was
amended in the second sentence, by remov-
ing “2 years” and adding ‘1 year’ in its
place, effective Aug. 1, 2011.

§302-11.22 May the 2-year time limita-
tion be extended by my agency?

Yes, your agency may extend the 2-
year limitation for up to two addi-
tional years for reason beyond your
control and acceptable to the agency.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18343, Apr. 1, 2011, §302-11.22 was re-
vised, effective Aug. 1, 2011. For the conven-
ience of the user, the revised text is set forth
as follows:

§302-11.22 May the 1l-year time limitation
be extended by my agency?

Yes, your agency may extend the 1l-year
limitation for up to one additional year for
reasons beyond your control and acceptable
to your agency.

§302-11.23 When must I request to
have my initial time period ex-
tended?

To have your initial time period ex-
tended, you must submit a request to
your agency not later than 30 calendar
days after the expiration date unless
this 30-day period is specifically ex-
tended by your agency.

Subpart B—Title Requirements

§302-11.100 For which residence may
I receive reimbursement for under
this subpart?

You may receive reimbursement for
the one residence from which you regu-
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larly commute to and from work on a
daily basis and which was your resi-
dence at the time you were officially
notified by competent authority to
transfer to a new official station.

§302-11.101 Must the title to the prop-
erty for which I am requesting an
allowance for residence trans-
actions be in my name?

The title to the property for which
you are requesting an allowance for
residence transaction must be:

(a) Solely in your name; or

(b) Solely in the name of one or more
of your immediate family members; or

(c¢) Jointly in your name and in the
name of one or more of your immediate
family members.

§302-11.102 How will the Government
determine who holds title to my
property?

The Government will determine who
holds title to your property based on:

(a) Whose name(s) actually appears
on your title document (e.g., the deed);
or

(b) Who holds equitable title interest
in your property as specified in §302-
11.105.

§302-11.103 How will I be reimbursed
if I or a member of my immediate
family do not hold full title to the
property for which I am requesting
reimbursement?

If you or a member of your imme-
diate family do not hold full title to
the property for which you are request-
ing reimbursement, you will be reim-
bursed on a pro rata basis to the extent
of your actual title interest plus your
equitable title interest in the resi-
dence.

§302-11.104 When must I and/or a
member(s) of my immediate family
have acquired title interest in my
residence to be eligible for the al-
lowance for expenses incurred in
connection with the sale of my resi-
dence?

To be eligible for the allowance for
expenses incurred in connection with
the sale of your residence, you and/or a
member(s) of your immediate family
must have acquired title or equitable
title interest in the residence as illus-
trated in the following table:
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Type of transfer Date

1. Prior to the date first noti-
fied of the transfer.

2. Prior to the date notified
that you would be trans-
ferred to a different location
in the United States, which
is 50 miles distance from
the official station you
transferred from the foreign
area.

1. Between official stations in
the United States.

2. Returning from completion
of any foreign tour of duty
to a different official station
in the United States, which
is 50 miles distance from
the official station from
which transferred to the for-
eign official station.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001; 67
FR 7219, Feb. 15, 2002]

§302-11.105 How is it determined if I
hold “equitable title interest” in my
residence?

“Equitable title interest” in your
residence is determined by your agency
if:

(a) The title is held in trust, and:

(1) The property is your residence;

(2) You and/or a member(s) of your
immediate family are the only bene-
ficiary(ies) of the trust during either of
your lifetimes;

(3) You and/or a member(s) of your
immediate family retain the right to
distribute the property during your
lifetimes;

(4) You and/or a member(s) of your
immediate family retain the right to
manage the property;

(5) You and/or a member(s) of your
immediate family are the only grantor/
settlor of the trust, or retain the right
to direct distribution of the property
upon dissolution of the trust or death;
and

(6) You provide your agency with a
copy of the trust document; or

(b) The title is held in the name of a
financial institution, and:

(1) The property is your residence;

(2) You and/or a member(s) of your
immediate family executed a financing
agreement (e.g., mortgage) with the fi-
nancial institution;

(3) State or local law requires that
lending parties take title to perfect
(i.e., protect) a security interest in the
property, or the financial institution
requires that it take possession of title
as a condition of the financing agree-
ment; and

(4)You provide your agency with a
copy of the financing document; or

(c) The title is held both in the
names of:

§302-11.105

(1) You solely, or jointly with one or
more members of your immediate fam-
ily, or one or more members of your
immediate family;

(2) An individual accommodation
party as defined in §302-11.106 who is
not a member of your immediate fam-
ily; and

(3) The conditions apply:

(i) The property is your residence.

(ii) You and/or a member(s) of your
immediate family have the right to use
the property and to direct conveyance
of the property.

(iii) The lender requires signature of
the accommodation party on the fi-
nancing document.

(iv) You and/or a member of your im-
mediate family, are liable for pay-
ments under the financing arrange-
ment (e.g., mortgage).

(v) The accommodation party’s name
is on the title.

(vi) The accommodation party does
not have a financial interest in the
property unless the employee and/or a
members(s) of the immediate family
default on the financing arrangement.

(vii) You must provide documenta-
tion of the accommodation that is ac-
ceptable by your agency; or

(d) The title is held by the seller of
the property and the following condi-
tions are met:

(1) The property is your residence;

(2) You and/or member(s) of your im-
mediate family has the right to use the
property and to direct conveyance of
the property;

(3) You and/or member(s) of your im-
mediate family must have signed a fi-
nancing agreement with the seller of
the property (e.g., a land contract) pro-
viding for fixed periodic payments and
transfer of title to the employee and/or
a member(s) of the immediate family
upon completion of the payment sched-
ule; and

(4) You provide your agency with a
copy of the financing agreement; or

(e) Another equitable title situation
exists where title is held in your name
only or jointly with you and one or
more members of your immediate fam-
ily or with you and an individual who
is not an immediate family member,
and the following conditions are met:

(1) The property is your residence.
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(2) You and/or a member(s) of your
immediate family has the right to use
the property and to direct conveyance
of the property.

(3) Only you and/or a member(s) of
your immediate family has made pay-
ments on the property.

(4) You and/or a member(s) of your
immediate family received all proceeds
from the sale of the property.

(5) You must provide suitable docu-
mentation to your agency that all con-
ditions in paragraphs (e)(1) through
(e)(4) of this section are met.

§302-11.106 What is an accommoda-
tion party?

An accommodation party is an indi-
vidual who signs an employee’s financ-
ing agreement (e.g., a mortgage) to
lend his/her name (i.e., credit) to the
arrangement.

Subpart C—Reimbursable
Expenses

§302-11.200 What residence trans-
action expenses will my agency
pay?

Provided that they are customarily
paid by the seller of a residence at the
old official station or by the purchaser
of a residence at the new official sta-
tion, your agency will pay the fol-
lowing expenses:

(a) Your broker’s fee or real estate
commission that you pay in the sale of
your residence at the last official sta-
tion, not to exceed the rates that are
generally charged in the locality of
your old official station;

(b) The customary cost for an ap-
praisal;

(c) The costs of newspaper, bulletin
board, multiple-listing services, and
other advertising for sale of the resi-
dence at your old official station that
is not included in the broker’s fee or
the real estate agent’s commission;

(d) The cost of a title insurance pol-
icy, costs of preparing conveyances,
other instruments, and contracts and
related notary fees and recording fees;
cost of making surveys, preparing
drawings or plats when required for
legal or financing purposes; and similar
expenses incurred for selling your resi-
dence to the extent such costs:
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(1) Have not been included in other
residence transaction fees (i.e., brokers’
fees or real estate agent fees);

(2) Do not exceed the charges, for
such expenses, that are normally
charged in the locality of your resi-
dence;

(3) Are usually furnished by the sell-
er;

(e) The costs of searching title, pre-
paring abstracts, and the legal fees for
a title opinion to the extent such costs:

(1) Have not been included in other
related transaction costs (i.e., broker’s
fees or real estate agency fees); and

(2) Do not exceed the charges, for
such expenses, that are customarily
charged in the locality of your resi-
dence

(f) The following ‘‘other’” miscella-
neous expenses in connection with the
sale and/or purchase of your residence,
provided they are normally paid by the
seller or the purchaser in the locality
of the residence, to the extent that
they do not exceed specifically stated
limitations, or if not specifically stat-
ed, the amounts customarily paid in
the locality of the residence:

(1) FHA or VA fees for the loan appli-
cation;

(2) Loan origination fees and similar
charges such as loan assumption fees,
loan transfer fees or other similar
charges not to exceed 1 percent of the
loan amount without itemization of
the lender’s administrative charges
(unless requirements in §302-11.201 are
met), if the charges are assessed in lieu
of a loan origination fee and reflects
charges for services similar to those
covered by a loan origination fee;

(3) Cost of preparing credit reports;

(4) Mortgage and transfer taxes;

(5) State revenue stamps;

(6) Other fees and charges similar in
nature to those listed in paragraphs
(1) through (f)(5) of this section, un-
less specifically prohibited in §302-
11.202;

(7) Charge for prepayment of a mort-
gage or other security instrument in
connection with the sale of the resi-
dence at the old official station to the
extent the terms in the mortgage or
other security instrument provide for
this charge. This prepayment penalty
is also reimbursable when the mort-
gage or other security instrument does
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not specifically provide for prepay-
ment, provided this penalty is custom-
arily charged by the lender, but in that
case the reimbursement may not ex-
ceed 3 months’ interest on the loan bal-
ance;

(8) Mortgage title insurance policy,
paid by you, on a residence you pur-
chased for the protection of, and re-
quired by, the lender;

(9) Owner’s title insurance policy,
provided it is a prerequisite to financ-
ing or the transfer of the property; or if
the cost of the owner’s title insurance
policy is inseparable from the cost of
other insurance which is a prerequisite;

(10) Expenses in connection with con-
struction of a residence, which are
comparable to expenses that are reim-
bursable in connection with the pur-
chase of an existing residence;

(11) Expenses in connection with en-
vironmental testing and property in-
spection fees when required by Federal,
State, or local law; or by the lender as
a precondition to sale or purchase; and

(12) Other expenses of sale and pur-
chase made for required services that
are customarily paid by the seller of a
residence at the old official station or
if customarily paid by the purchaser of
a residence at the new official station.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18343, Apr. 1, 2011, §302-11.200 was
amended by revising the introductory text,
effective Aug. 1, 2011. For the convenience of
the user, the revised text is set forth as fol-
lows:

§302-11.200 What residence transaction ex-
penses will my agency pay?

Provided the residence transaction ex-
penses are customarily charged to the seller
of a residence in the locality of the old offi-
cial station or paid by the purchaser at the
new official station, your agency will, with
appropriate supporting documentation pro-
vided by you, reimburse you for the fol-
lowing residence transaction expenses when
they are incurred by you incident to your re-
location:

* * * * *

§302-11.201 When may my reimburse-
ment for loan assumption fees or
other similar fees exceed the 1 per-
cent as specified in §302-
11.200(£)(2)?

Reimbursement may exceed 1 percent
(as specified in §302-11.200(f)(2) only

§302-11.300

when you provide evidence that the
higher rate:

(a) Does not include prepaid interest,
points, or a mortgage discount; and

(b) Is customarily charged in the lo-
cality where the residence is located.

§302-11.202 What residence trans-
action expenses will my agency not
pay?

Your agency will not pay:

(a) Any fees that have been inflated
or are higher than normally imposed
for similar services in the locality;

(b) Broker fees or commissions paid
in connection with the purchase of a
home at the new official station;

(c) Owner’s title insurance policy,
“record title” insurance policy, mort-
gage insurance or insurance against
loss or damage of property and op-
tional insurance paid for by you in con-
nection with the purchase of a resi-
dence for your protection;

(d) Interest on loans,
mortgage discounts;

(e) Property taxes;

(f) Operating or maintenance costs;

(g9) Any fee, cost, charge, or expense
determined to be part of the finance
charge under the Truth in Lending Act,
Title I, Pub. L. 90-321, as amended, and
Regulation Z issued by the Board of
Governors of the Federal Reserve Sys-
tem (12 CFR part 226), unless specifi-
cally authorized in §302-11.200;

(h) Expenses that result from con-
struction of a residence, except as pro-
vided in §302-11.200(e)(10); and

(i) Losses, see §302-11.304.

points, and

Subpart D—Request for
Reimbursement

§302-11.300 Is there a limit on how
much my agency will reimburse me
for residence transactions?

Yes, your agency will reimburse you
no more than:

(a) Ten percent of the actual sales
price for the sale of your residence at
the old official station; and

(b) Five percent of the actual pur-
chase price of the residence for the pur-
chase of a residence at the new official
station.
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§302-11.301 How must I request reim-
bursement for the expenses I incur
for my residence transactions?

To request reimbursement for the ex-
penses you incur for your residence
transaction, you must:

(@) Send your claim for reimburse-
ment and documentation of expenses to
your old official station for review and
approval unless otherwise specified by
your agency, and

(b) Follow your agency’s procedures
and submit appropriate voucher(s)
along with any claim applications that
your agency may require with appro-
priate documents specified in §302-
11.302.

§302-11.302 What documentation must
I submit to my agency to request re-
imbursement for the sale of a
former residence or the purchase of
a new one?

To request reimbursement for the
sale of a former residence or the pur-
chase of a new one, you must submit to
your agency:

(a) Copies of your sales agreement
when selling a residence;

(b) Your purchase agreement when a
purchasing a residence;

(c) Property settlement documents;

(d) Loan closing statements; and

(e) Invoices or receipts for other bills
paid.

§302-11.303 Will the Government re-
imburse me for expenses incurred
in connection with my residence
transactions that are paid by some-
one other than me or a member of
my immediate family?

No, the Government will not reim-
burse you for expenses incurred in con-
nection with your residence trans-
actions if they are paid by someone
other than you or a member of your
immediate family.

§302-11.304 Will my agency reimburse
me for losses due to market condi-
tions or prices at the old and new
official station?

No, losses incurred due to market
conditions or prices at your old and
new duty station are not reimbursable
when incurred by you due to:

(a) Failure to sell a residence at the
old official station at the price asked,
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or at its current appraised value, or at
its original cost; or

(b) Failure to buy a dwelling at the
new official station at a price com-
parable to the selling price of the resi-
dence at the old official station; or

(c) Any losses that are similar in na-
ture to (a) or (b).

§302-11.305 Will I receive reimburse-
ment for any residence transaction
expenses incurred prior to being of-
ficially notified of my transfer?

No, reimbursement of any residence
transaction expenses (or settlement of
an unexpired lease) that occurs prior to
being officially notified (generally in
the form a change of station travel au-
thorization) is prohibited.

§302-11.306 How can I know if my ex-
penses are reasonable and will be
reimbursed by the Government?

You are responsible for the deter-
mination of reasonableness for your
claimed expenses. To determine if your
expenses are reasonable, you should, in
coordination with your agency, contact
the local real estate association, or, if
not available, at least three different
realtors in the locality in which your
expenses will be incurred and request:

(@) The current schedule of closing
costs which applies to the area in
which you are buying or selling;

(b) Information concerning local cus-
tom and practices with respect to
charging of closing costs which relate
to either your sale or purchase and
whether such costs are customarily
paid by the seller or purchaser; and

(¢) Information on the local termi-
nology used to describe the costs speci-
fied in paragraph (b) of this section.

§302-11.307 May I receive an advance
of funds for my residence trans-
action expenses?

No, you may not receive an advance
of funds for your residence transaction
expenses.

§302-11.308 How much will I receive
for reimbursement when I purchase
or sell land in excess of what rea-
sonably relates to the residence
site?

When you purchase or sell land in ex-
cess of what reasonably relates to the
residence site, your reimbursement
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will be limited to a pro rata reimburse-
ment of the land reasonably related to
the residence site.

§302-11.309 What residence trans-
action expense are reimbursable if
an employee violates the terms of
his/her service agreement?

If the employee violates his/her serv-
ice agreement, no residence trans-
action expenses will be paid, and any
amounts paid prior to such violation
shall be a debt due the United States
until they are paid by the employee.

SETTLEMENT OF UNEXPIRED LEASE

§302-11.320 How must I request reim-
bursement for settlement of an un-
expired lease?

To request reimbursement for settle-
ment of an unexpired lease, you must
itemize expenses (list all expenses sep-
arately) on a travel voucher and sub-
mit the voucher to your agency.

§302-11.321 How will I be reimbursed
when I share a lease with someone
else?

When you share a lease with someone
else you will be reimbursed on a pro
rata basis for that portion of the lease
that you are responsible for.

Subpart E—Agency
Responsibilities

NOTE TO SUBPART E: Use of pronouns ‘“‘we”’,
“you’, and their variants throughout this
subpart refers to the agency.

§302-11.400 What policies and proce-
dures must we establish?

You must establish internal policies
and procedures to implement this part.

§302-11.401 Under what conditions
may we authorize or approve a resi-
dence transaction expense allow-
ance?

You may authorize or approve a resi-
dence transaction expense allowance
when an employee is performing a per-
manent change of station in the inter-
est of the Government and has signed a
service agreement (other than a new
appointee or an employee assigned
under the Government Employees
Training Act (5 U.S.C. 4109.); and

§302-11.404

(a) The old and new official stations
are located in the United States; or

(b) The employee has completed an
agreed upon tour of duty overseas and
is returning to the United States to an
official station that is at least 50 miles
away from the employees last official
station in the United States; or

(c) When the employee has been per-
manently assigned to a temporary offi-
cial station.

§302-11.402 Who is not eligible to re-
ceive residence transaction expense
allowances?

The following are not eligible to re-
ceive residence transaction expense al-
lowances:

(a) New appointees; and

(b) Employees assigned under the
Government Employee’s Training Act
(5 U.S.C. 4109).

§302-11.403 What policies must we es-
tablish before accepting docu-
mentation from an employee for re-
imbursement of residence trans-
action expenses?

You must establish policies that will
define what documentation is accept-
able from an employee when requesting
reimbursement of residence trans-
action expenses.

§302-11.404 What controls must we es-
tablish for paying allowances for
expenses incurred in connection
with residence transactions?

When paying allowances for expenses
incurred in connection with residence
transactions, you must:

(a) Determine who will authorize and
approve residence transactions ex-
penses on the employee’s travel au-
thorization;

(b) Determine who will review appli-
cations for reimbursement of residence
transaction expenses;

(c) Determine who will authorize ex-
tensions beyond the 2-year limitation
for completing sales and purchase or
lease termination transactions, under
§§302-11.420 and 302-11.421;

(d) Prescribe a claim application
form which meets your internal admin-
istrative requirements;

(e) Require employees to submit a
travel claim with appropriate docu-
mentation to support his/her payment
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of the expenses claimed, which must
include as a minimum;

(1) The sales agreement,

(2) The purchase agreement,

(3) Property settlement documents,

(4) Loan closing statements, and

(5) Invoices or receipts for other bills
paid; and

(f) Require employees to submit trav-
el claims to his/her old official station
for review and approval of the claim
unless agency review and approval
functions are performed elsewhere ex-
cept as provided in §302-11.405.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011-
01, 76 FR 18343, Apr. 1, 2011, §302-11.404 was
amended in paragraph (c), by removing ‘2-
year’ and adding ‘“1-year” in its place, effec-
tive Aug. 1, 2011.

§302-11.405 Which agency must re-
view and approve the employee’s
application when the employee
transfers between agencies?

The hiring agency in the locality of
the employee’s old official station
must review and approve the employ-
ee’s application when the employee
transfers between agencies, unless the
hiring agency does not have an appro-
priate installation there. In that case,
the losing agency at the old official
station must review and approve the
expenses.

§302-11.406 How must we administer
an employee’s claim?

To administer an employee’s claim:

(a) You must:

(1) Review the employee’s claim to
determine whether the expenses
claimed are reasonable in amount and
customarily paid by the buyer/seller in
the locality where the property is lo-
cated;

(2) Disallow any portion of the em-
ployee’s claim that is inflated or are
higher than normal for similar services
in the locality;

(3) Execute final administrative ap-
proval of payment of a claim by an ap-
propriate agency approving official,
and

(4) Return disapproved applications
to the employee with a memorandum
of explanation.

(b) The approving official must deter-
mine if:

(1) The aggregate amount of expenses
claimed in connection with a sale or
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purchase of a residence is within the
prescribed limitation for either;

(2) All conditions and requirements
under which allowances may be paid
have been met; and

(3) The expenses themselves are those
which are reimbursable.

NOTE TO §302-11.406: You must not pay the
expenses listed in §302-11.202 or §302-11.304.

§302-11.407 What documentation must
we require the employee to submit
before paying residence transaction
expenses?

Before paying residence transaction
expenses, you must require the em-
ployee to submit:

(a) A copy of his/her financial docu-
ments which prove that only the em-
ployee and or a member(s) of the im-
mediate family made payments on the
property;

(b) A copy of his/her financial docu-
ments which prove that he/she and/or a
member(s) of the immediate family re-
ceived all proceeds from the sale of the
property;

(c) Documentation that is acceptable
by you in verifying any interest that
the employee has in the property; and

(d) Any additional documents that
you need to verify payments.

TIME LIMITATIONS

§302-11.420 How long can we author-
ize an extension for completion of
the sale and purchase or lease ter-
mination transactions?

You may authorize an additional pe-
riod of time, not to exceed 2 years, for
completion of the sale and purchase or
lease termination transactions.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18343, Apr. 1, 2011, §302-11.420 was
amended by removing ‘2 years” and adding
““1 year” in its place, effective Aug. 1, 2011.

§302-11.421 What must we consider
when authorizing an extension of
time limitation?

When authorizing an extension of
time limitation, you must determine
that the:

(a) Employee has extenuating cir-
cumstances which have prevented him/
her from completing his/her sale and
purchase or lease termination trans-
actions in the initial authorized time
frame of two years; and
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(b) Employee’s residence trans-
actions are reasonably related to his/
her transfer of official station.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18343, Apr. 1, 2011, §302-11.421 was
amended in paragraph (a) by removing ‘‘two
years’ and adding ‘‘one year’ in its place, ef-
fective Aug. 1, 2011.

UNEXPIRED LEASE

§302-11.430 When must we reimburse
an employee for expenses incurred
due to settlement of an unexpired
lease?

You must reimburse an employee in
lieu of residence transaction expenses
when the employee meets the require-
ments of §302-11.10 for expenses in-
curred due to settlement of an unex-
pired lease.

§302-11.431 How must we require an
employee to request reimbursement
for expenses of an unexpired lease
settlement?

You must require that the employee
submit an appropriate travel claim re-
questing reimbursement for expenses of
an unexpired lease settlement with:

(@) An itemization of all expenses
claimed supported by documentation
showing that the employee indeed paid
all lease settlement fees; and

(b) A total amount for all expenses
claimed.

TITLE REQUIREMENTS

§302-11.440 How must we determine
who holds title to property for re-
imbursement purposes?

To determine who holds title to prop-
erty for reimbursement purposes, you
must verify:

(a) Whose name(s) actually appears
on the title document (e.g., the deed);
or

(b) Who holds equitable title interest
in the property.

§302-11.441 How must we determine if
an employee holds equitable title
interest in his/her property?

To determine if an employee holds
equitable title interest in his/her prop-
erty, you must follow the guidelines in
§302-11.405.

Pt. 302-12

REQUEST FOR REIMBURSEMENTS

§302-11.450 May we advance an em-
ployee funds for expenses incurred
in connection with residence trans-
actions?

No, you may not advance an em-
ployee funds for expenses incurred in
connection with residence trans-
actions.

§302-11.451 What is the maximum
amount that we may reimburse for
the sale or purchase of an employ-
ee’s residence?

The maximum amount that you may
reimburse for the sale or purchase of
an employee’s residence is:

(@) Ten percent of the actual sale
price for the sale of the employee’s res-
idence at the old official station; and

(b) Five percent of the actual pur-
chase price of the residence for the pur-
chase of a residence at the new official
station.

PART 302-12—USE OF A
RELOCATION SERVICES COMPANY

Subpart A—Employee’s Use of a
Relocation Services Company

Sec.

302-12.1 Am | eligible to use a relocation
services company?

302-12.2 Who determines if | may use a relo-
cation services company?

302-12.3 Under what conditions may | use a
relocation services company?

302-12.4 For what relocation services ex-
penses will my agency pay?

302-12.5 If I use a contracted-for relocation
service that is a substitute for reimburs-
able relocation allowance, will | be reim-
bursed for the relocation allowance as
well?

302-12.6 What expenses will my agency pay
if 1 use a relocation services company to
ship household goods in excess of the
maximum weight allowance?

302-12.7 What expenses will my agency pay
if 1 use a relocation services company to
sell or purchase a residence for which 1
and/or a member(s) of my immediate
family do not have full title?

302-12.8 If my agency authorizes me to
enter a homesale program, must | accept
a buyout offer from the relocation serv-
ices company?

302-12.9 What are the income tax con-
sequences if 1 use a relocation services
company?
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Subpart B—Agency’s Use of a Relocation
Services Company

302-12.100 What are “‘relocation services’?

302-12.101 May we enter into a contract with
a relocation services company for the
company to provide relocation services?

302-12.102 What contracted relocation serv-
ices may we provide at Government ex-
pense?

302-12.103 May we separately contract for
each type of relocation service?

302-12.104 What is the purpose of con-
tracting for relocation services?

302-12.105 How must we administer a reloca-
tion services contract?

302-12.106 What policies must we establish
when offering our employees the services
of a relocation services company?

302-12.107 What rules must we follow when
contracting for relocation services?

302-12.108 What are the income tax con-
sequences that we must consider when
offering relocation services?

302-12.109 What must we consider in decid-
ing whether to use the fixed-fee or cost-
reimbursable contracting method?

302-12.110 May we take title to an employ-
ee’s residence?

302-12.111 Under a homesale program, may
we establish a maximum home value
above which we will not pay for homesale
services?

302-12.112 Under a homesale program, may
we pay an employee for losses he/she in-
curs on the sale of a residence?

302-12.113 Under a homesale program, may
we direct the relocation services com-
pany to pay an employee more than the
fair market value of his/her residence?

302-12.114 May we use a relocation services
contract for services which we are con-
tractually bound to obtain under another
travel services contract?

AUTHORITY: 5 U.S.C. 5738 and 20 U.S.C.
905(c).

SOURCE: FTR Amdt. 98, 66 FR 58196, Nov.
20, 2001, unless otherwise noted.

Subpart A—Employee’s Use of a
Relocation Services Company

NOTE TO SUBPART A: Use of pronouns ““I”,
“you’’, and their variants throughout this
subpart refers to the employee.

§302-12.1 Am I eligible to use a reloca-
tion services company?

Yes, if you are an employee who is
authorized to transfer and such trans-
fer includes residence transaction.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18343, Apr. 1, 2011, §302-12.1 was re-
vised, effective Aug. 1, 2011. For the conven-
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ience of the user, the revised text is set forth
as follows:

§302-12.1 Who determines if I may use a
RSC?
Your agency determines whether you may
use a RSC and chooses which RSC you may
use.

§302-12.2 Who determines if I may use
a relocation services company?

Your agency must determine if you
may use a relocation services company.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18343, Apr. 1, 2011, §302-12.2 was re-
vised, effective Aug. 1, 2011. For the conven-
ience of the user, the revised text is set forth
as follows:

§302-12.2 Under what conditions may I par-
ticipate in my agency’s homesale pro-
gram?

You may participate
homesale program, through its RSC con-
tract, blanket purchase agreement, task
order, or other formal arrangement (for the
remainder of this part, all of these will be re-
ferred to as the contract with the RSC) pro-
vided you meet all of the following condi-
tions:

(a) You are authorized to relocate;

(b) Your relocation includes at least one
residence transaction;

(c) You have signed a relocation service
agreement;

(d) Your agency authorizes you to use a
RSC with which your agency has a contract;

(e) Your residence is within RSC contract
scope for type, size, condition, and other con-
tractual requirements;

(f) You meet all conditions established by
this Chapter for the services that the RSC
will provide to you; and

(g) You have signed an agreement with
your agency to enter the agency’s homesale
program and to abide by all terms of the
agency’s contract with the RSC (see §302-12.4
for contract term examples).

in your agency’s

§302-12.3 Under what conditions may
I use a relocation services com-
pany?

You may use a relocation services
company if you:

(a) Meet all conditions required for
you to be eligible for an allowance con-
tained in this chapter for which a serv-
ice provided by the relocation services
company would serve as a substitute,
and you are authorized to use a specific
relocation service provided by the com-
pany as a substitute;

(b) Have signed a service agreement;
and
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(c) Meet any specific conditions your
agency has established.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18343, Apr. 1, 2011, §302-12.3 was re-
vised, effective Aug. 1, 2011. For the conven-
ience of the user, the revised text is set forth
as follows:

§302-12.3 Am I required to participate in
homesale counseling?

Yes, you are required to participate in
homesale counseling if you are going to use
the RSC. The RSC and/or your agency must
provide counseling to help you understand
the process, select a broker, prepare your
home for sale, identify an appropriate selling
price, set realistic expectations, etc. This
counseling may be in person or via an elec-
tronic medium, at your agency’s discretion.
Your agency should also provide you with re-
location information/counseling prior to you
making any decisions to relocate.

§302-12.4 For what relocation services
expenses will my agency pay?

Your agency will pay the relocation
services company’s fees/expenses for
the services you are authorized to use.
If your agency pays the relocation
services company for actual expenses
the company incurs on your behalf,
payment to the company is limited to
what you would have received under
the direct reimbursement provisions of
this chapter.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18343, Apr. 1, 2011, §302-12.4 was re-
designated as §302-12.5 and a new §302-12.4
was added, effective Aug. 1, 2011. For the con-
venience of the user, the added text is set
forth as follows:

§302-124 To what terms of the RSC con-
tract am I required to agree?

Your agency determines the contract
terms to which you will be required to agree.
Examples of these contract terms may in-
clude, but are not limited to, the following:

(a) You will participate in counseling pro-
vided by the RSC;

(b) You will seriously consider any bona
fide offer that you receive during the min-
imum marketing period;

(c) As a precondition of using its relocation
services, you will complete and submit a dis-
closure form to the RSC to provide thorough
information about the age and condition of
your home and its systems.

§302-12.8

§302-12.5 If I use a contracted-for re-
location service that is a substitute
for reimbursable relocation allow-
ance, will I be reimbursed for the
relocation allowance as well?

No, if you use a contracted-for relo-
cation service that is a substitute for
reimbursable relocation allowance, you
will not be reimbursed for the reloca-
tion as well.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18343, Apr. 1, 2011, §302-12.5 was re-
designated as §302-12.6, effective Aug. 1, 2011.

§302-12.6 What expenses will my agen-
cy pay if I use a relocation services
company to ship household goods
in excess of the maximum weight
allowance?

If you use a relocation services com-
pany to ship HHG in excess of the max-
imum weight allowance, your agency
will pay the portion of the fee attrib-
utable to 18,000 pounds net weight. You
must pay the rest.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011
01, 76 FR 18343, Apr. 1, 2011, §302-12.6 was re-
designated as §302-12.7, effective Aug. 1, 2011.

§302-12.7 What expenses will my agen-
cy pay if I use a relocation services
company to sell or purchase a resi-
dence for which I and/or a mem-
ber(s) of my immediate family do
not have full title?

If you use a relocation services com-
pany to sell or purchase a residence for
which you and/or a member(s) of your
immediate family do not have full
title, your agency will pay the portion
of the relocation services company’s
fee attributable to your pro rata share
of the residence, in accordance with
§302-11.103 of this chapter. You must
pay any portion of the fee attributable
to other than your pro rata share of
the residence.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18343, Apr. 1, 2011, §302-12.7 was re-
designated as §302-12.8, effective Aug. 1, 2011.

§302-12.8 If my agency authorizes me
to enter a homesale program, must
I accept a buyout offer from the re-
location services company?

No, if your agency authorizes you to
enter a homesale program, your agency
must give you the option to accept or
reject an offer from the relocation
services company.
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EFFeECTIVE DATE NOTE: By FTR Amdt. 2011-
01, 76 FR 18343, Apr. 1, 2011, §302-12.8 was re-
designated as §302-12.9, effective Aug. 1, 2011.

§302-12.9 What are the income tax
consequences if I use a relocation
services company?

You may incur income taxes on relo-
cation services provided by a reloca-
tion services company and paid for by
your agency. Section 82 of the Internal
Revenue Code states there shall be in-
cluded in gross income (as compensa-
tion for services) any amount received
or accrued, directly or indirectly, by an
individual as a payment for or reim-
bursement of expenses of moving from
one residence to another residence
which is attributable to employment.
You will receive a relocation income
tax (RIT) allowance if your agency de-
termines that such expenses are tax-
able. The Government does not assume
responsibility for payment of your
taxes, however, and you may wish to
consult a tax professional on income
tax reporting.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18343, Apr. 1, 2011, §302-12.9 was re-
designated as §302-12.10, effective Aug. 1,
2011.

Subpart B—Agency’s Use of a
Relocation Services Company

NOTE TO SUBPART B: Use of pronouns ‘“‘we”’,
“‘you’, and their variants throughout this
subpart refers to the agency.

§302-12.100 What are “relocation serv-
ices”?

‘““Relocation services’” are services
provided by a private company under a
contract with an agency to assist a
transferred employee in relocating to
the new official station. Examples in-
clude homesale programs, home mar-
keting assistance, home finding assist-
ance, and property management serv-
ices.

§302-12.101 May we enter into a con-
tract with a relocation services
company for the company to pro-
vide relocation services?

Yes, you may enter into a contract
with a relocation services company for
the company to provide relocation
services.
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§302-12.102 What contracted reloca-
tion services may we provide at
Government expense?

You may pay for contracted reloca-
tion services that are substitutes for
reimbursable relocation allowances au-
thorized throughout this chapter. For
example, you may pay for homesale
services as a substitute for residence
sale expenses, or household goods man-
agement services as a substitute for
transportation of household goods.

§302-12.103 May we separately con-
tract for each type of relocation
service?

Yes, you may separately contract for
each type of relocation service or you
may combine several types of reloca-
tion services in a single contract.

§302-12.104 What is the purpose of
contracting for relocation services?

The purpose of contracting for relo-
cation services is to improve the treat-
ment of employees who are directed to
relocate to facilitate the retention of a
well-qualified workforce.

§302-12.105 How must we administer
a relocation services contract?

You must balance the positive effects
that availability of relocation services
has on employee mobility and morale
with any increased costs your agency
may experience as a result of providing
relocation services.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18343, Apr. 1, 2011, §302-12.105 was
revised, effective Aug. 1, 2011. For the con-
venience of the user, the revised text is set
forth as follows:

§302-12.105 Must we have a contract with a
RSC that includes a comprehensive
homesale program?

No, you are not required to have a contract
that includes a comprehensive homesale pro-
gram (which, for this purpose, is defined as a
relocation program that includes a contract
with a RSC that provides for buyer value op-
tion sales, amended sales, and appraised
value purchases by the RSC). However, if you
do not have such a program, you must exam-
ine and evaluate the objectives and relative
costs of your relocation benefits and man-
agement processes at least once every two
years to determine whether a comprehensive
homesale program should be part of your re-
location program.
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§302-12.106 What policies must we es-
tablish when offering our employ-
ees the services of a relocation serv-
ices company?

When offering your employees the
services of a relocation services com-
pany, you must establish policies gov-
erning:

(a) The conditions under which you
will authorize an employee to use a re-
location services company;

(b) Which employees you will allow
to use a relocation services company;

(c) What relocation services you will
offer an employee; and

(d) Who will determine in each case if
an employee may use a relocation serv-
ices company and what services will be
offered.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18343, Apr. 1, 2011, §302-12.106 was
revised, effective Aug. 1, 2011. For the con-
venience of the user, the revised text is set
forth as follows:

§302-12.106 What rules must we follow
when contracting for a comprehensive
homesale program?

You must follow the rules contained in the
Federal Acquisition Regulations (FAR) (48
CFR) and/or all other acquisition regulations
applicable to your agency.

§302-12.107 What rules must we follow
when contracting for relocation
services?

You must follow the rules contained
in the Federal Acquisition Regulations
(FAR) (48 CFR) and/or other procure-
ment regulations applicable to your
agency.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~

01, 76 FR 18344, Apr. 1, 2011, §302-12.107 was
removed and reserved, effective Aug. 1, 2011.

§302-12.108 What are the income tax
consequences that we must con-
sider when offering relocation serv-
ices?

Amounts you pay to a relocation
services company on behalf of an em-
ployee may be taxable to the employee.
In some cases, such as certain
homesale programs, the amounts may
not be taxable. You must determine
the taxability of such payments, and
pay a relocation income tax (RIT) al-
lowance in accordance with part 302-17
of this chapter on payments you deter-
mine to be taxable to the employee.
You may contact the: Assistant Chief

§302-12.109

Counsel (Income Tax & Accounting),
Internal Revenue Service, 1111 Con-
stitution Avenue, NW., Room 5501,
Washington, DC 20224, for information
on the income tax consequences of pay-
ments you make to a relocation serv-
ices company.

EFFeCTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18344, Apr. 1, 2011, §302-12.108 was
redesignated as §302-12.115 and a new §302-
12.108 was added and reserved, effective Aug.
1, 2011.

§302-12.109 What must we consider in
deciding whether to use the fixed-
fee or cost-reimbursable con-
tracting method?

You must consider the following fac-
tors in deciding whether to use the
fixed-fee or cost-reimbursable con-
tracting method:

(a) Risk of alternative methods. Under
a fixed fee contract, the relocation
services company bears all risks not
expressly contained in the contract.
Under a cost-reimbursable contract,
you must assume some or all risks and,
therefore, must assume some manage-
ment responsibilities under the con-
tract as well. For example, under a
fixed fee homesale program you are not
directly liable for losses incurred if a
residence does not sell immediately,
while under a cost-reimbursable
homesale program you assume some or
all risks of selling the residence.

(b) Cost of alternative methods. Under
the fixed fee method of contracting,
the fee includes a cost component for
risks assumed by the relocation serv-
ices company. Under the cost-reim-
bursable method of contracting, you
are directly responsible for some or all
of the costs associated with manage-
ment of the contract. In deciding
whether to use cost-reimbursable con-
tracting you, therefore, must consider
the cost of resources you would require
(including personnel costs) to manage a
cost-reimbursable relocation services
contract.

(c) Effect on the obligation of funds.
You must obligate funds for a reloca-
tion in the fiscal year in which the pur-
chase order is awarded under the con-
tract. Under the fixed fee contracting
method, the amount of the relocation
services fee is fixed and you have a
basis for determining the amount of
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funds to obligate. Under the cost-reim-
bursable contracting method, you must
obligate funds based on an estimate of
the costs that will be incurred. When
opting for cost-reimbursable con-
tracting you, therefore, should estab-
lish a reliable method of computing
fund obligation estimates.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18344, Apr. 1, 2011, §302-12.109 was
redesignated as §302-12.116 and a new §302—
12.109 was added, effective Aug. 1, 2011. For
the convenience of the user, the added text is
set forth as follows:

§302-12.109 May we require employees to
participate in counseling before listing
their homes?

Yes, you may require that employees par-
ticipate in counseling before listing their
homes, provided this is written into your
agency’s relocation policy. This is a common
practice in the private sector. Please note,
however, that this may exclude from your
homesale program any employee who lists
his/her home before the relocation travel au-
thorization is approved. If you choose to
make this part of your agency policy, you
should make a major, ongoing effort to in-
form as many of your potential transferees
as possible of this policy.

§302-12.110 May we take title to an
employee’s residence?

No, you may not take title to an em-
ployee’s residence except as specifi-
cally provided by statute. The statutes
which form the basis for the provisions
of this part do not provide such author-
ity.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18344, Apr. 1, 2011, §302-12.110 was
redesignated as §302-12.117 and a new §302-
12.110 was added and reserved, effective Aug.
1, 2011.

§302-12.111 Under a homesale pro-
gram, may we establish a maximum
home value above which we will
not pay for homesale services?

Yes, if a home exceeding the max-
imum value above which you will not
pay is sold under your homesale pro-
gram, the employee will be responsible
for any additional costs. You must es-
tablish a maximum amount commen-
surate with your agency’s experience.
You may consider, among other fac-
tors, budgetary constraints, the value
range of homes in areas where you
have offices, and the value range of
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homes previously entered in your pro-
gram.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18344, Apr. 1, 2011, §302-12.111 was
redesignated as §302-12.118 and a new §302-
12.111 was added, effective Aug. 1, 2011. For
the convenience of the user, the added text is
set forth as follows:

§302-12.111 May we require an employee to
use a real estate broker specified by the
RSC?

Yes, you may require, through your con-
tract with the RSC, that every employee en-
rolled in the homesale program use a real es-
tate broker specified by the RSC. This provi-
sion is not part of the standard terms for a
homesale program, but it may provide a pric-
ing advantage in negotiations with potential
RSC, as well as an opportunity for better
management of the homesale process.

§302-12.112 Under a homesale pro-
gram, may we pay an employee for
losses he/she incurs on the sale of a
residence?

No, under a home sale program, you
may not pay an employee for losses he/
she incurs on the sale of a residence,
but this does not preclude you reim-
bursing a relocation service’s company
for losses incurred while the contractor
holds the property.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18344, Apr. 1, 2011, §302-12.112 was
redesignated as §302-12.119 and a new §302-
12.112 was added, effective Aug. 1, 2011. For
the convenience of the user, the added text is
set forth as follows:

§302-12.112 May we require an employee to
use a mortgage service provider specified
by the RSC?

No. Under the Real Estate Procedures Set-
tlement Act (RESPA), you may not require
that the employee obtain any mortgage from
a lender specified by the RSC. The RSC may
provide the employee access to multiple
mortgage service providers as long as there
is no use requirement, and the employee is
provided a choice. Allowing the RSC to pro-
vide access to multiple providers is not part
of the standard terms for a homesale pro-
gram, but it may provide a pricing advan-
tage in negotiations with potential RSCs, as
well as an opportunity for better manage-
ment of the homesale process.
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§302-12.113 Under a homesale pro-
gram, may we direct the relocation
services company to pay an em-
ployee more than the fair market
value of his/her residence?

No, under a homesale program, you
may not direct the relocation services
company to pay an employee more
than the fair market value (as deter-
mined by the residence appraisal proc-
ess) of his/her home.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18344, Apr. 1, 2011, §302-12.113 was
redesignated as §302-12.120 and a new §302-
12.113 was added, effective Aug. 1, 2011. For
the convenience of the user, the added text is
set forth as follows:

§302-12.113 What must we do when plan-
ning, establishing, and administering a
RSC contract?

(a) When planning and establishing a RSC
contract, you must structure the contract so
that it provides the best possible value to
the Government, considering costs, tax im-
plications, morale, mobility, employee
choice, productivity, and any other relevant
considerations. For most agencies and most
relocations, this structure will include the
possibility of a BVO sale or an amended
value sale.

(b) Once you have a RSC contract, you
must monitor costs and tax consequences
and make adjustments as necessary, to en-
sure that your homesale program continues
to provide the same best value to the Gov-
ernment.

§302-12.114 May we use a relocation
services contract for services which
we are contractually bound to ob-
tain under another travel services
contract?

No, you may not use a relocation
services contract to which you are con-
tractually bound to obtain the services
of another relocation service provider
or to circumvent the travel and trans-
portation expense payment system
contract if you are a user of that con-
tract.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011-
01, 76 FR 18344, Apr. 1, 2011, §302-12.114 was
redesignated as §302-12.121 and a new §302-
12.114 was added, effective Aug. 1, 2011. For
the convenience of the user, the added text is
set forth as follows:

§302-12.114 What policies must we establish
when offering our employees the services
of a RSC?

If you choose to offer the services of a RSC
to your employees, you must establish poli-
cies governing:
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(a) The conditions under which you will
authorize an employee to use the contract
with the RSC;

(b) Which employees you will allow to use
the contract with the RSC;

(c) Which services the RSC will provide to
the employee;

(d) Who will determine in each case if an
employee may use the contract with the RSC
and which services the RSC will provide;

(e) How you will monitor and evaluate the
counseling provided by you and/or the RSC
to your employees; and

(f) How you will monitor and maintain an
appropriate balance between the three types
of homesale transactions in your homesale
programs (appraised value, buyer value op-
tion, and amended value).

PART 302-14—HOME MARKETING
INCENTIVE PAYMENTS

Subpart A—Payment of Incentive to the
Employee

Sec.

302-14.1 What is a ‘“homesale program’’?

302-14.2 What is the purpose of a home mar-
keting incentive payment?

302-14.3 Am | eligible to receive a home
marketing incentive payment?

302-14.4 Must my agency pay me a home
marketing incentive?

302-14.5 Under what circumstances will | re-
ceive a home marketing incentive pay-
ment?

302-14.6 How much may my agency pay me
for a home marketing incentive?

302-14.7 Are there tax consequences when |
receive a home marketing incentive pay-
ment?

Subpart B—Agency Responsibilities

302-14.100 How should we administer our
home marketing incentive payment pro-
gram?

302-14.101 What policies must we establish
to govern our home marketing incentive
payment program?

302-14.102 What factors should we consider
in determining whether to establish a
home marketing incentive payment pro-
gram?

302-14.103 What factors should we consider
in determining the amount of a home
marketing incentive payment?

AUTHORITY: 5 U.S.C. 5756.

SOURCE: FTR Amdt. 98, 66 FR 58196, Nov.
20, 2001, unless otherwise noted.
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Subpart A—Payment of Incentive
to the Employee

NOTE TO SUBPART A: Use of pronouns “I”,
“you’, and their variants throughout this
subpart refers to the employee.

§302-14.1 What is a “homesale pro-
gram’?

A ““homesale program’ is a program
offered by an agency through a con-
tractual arrangement with a relocation
services company. The relocation serv-
ices company purchases a transferred
employee’s residence at fair market
(appraised) value and then independ-
ently markets and sells the residence.

§302-14.2 What is the purpose of a
home marketing incentive pay-
ment?

The purpose of a home marketing in-
centive payment is to reduce the Gov-
ernment’s relocation costs by encour-
aging transferred employees to partici-
pate in their employing agency’s
homesale program to independently
and aggressively market, and find a
bona fide buyer for their residence.
This significantly reduces the fees/ex-
penses their agencies must pay to relo-
cation services companies and effec-
tively lowers the cost of such pro-
grams.

§302-14.3 Am I eligible to receive a
home marketing incentive pay-
ment?

Yes, you are eligible to receive a
home marketing incentive payment if
you are an employee who is authorized
to transfer and you otherwise meet re-
quirements for sale of your residence
at Government expense.

§302-14.4 Must my agency pay me a
home marketing incentive?
No, your agency determines when it
is in the Government’s interest to offer
you a home marketing incentive.

§302-14.5 Under what circumstances
will I receive a home marketing in-
centive payment?

You will receive a home marketing
incentive payment when:

(a) You enter your residence in your
agency’s homesale program;

(b) You independently and aggres-
sively market your residence;
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(c) You find a bona fide buyer for
your residence as a result of your inde-
pendent marketing efforts;

(d) You transfer the residence to the
relocation services company;

(e) Your agency pays a reduced fee/
expenses to the relocation services
company as a result of your inde-
pendent marketing efforts;

(f) You meet any additional condi-
tions your agency has established, in-
cluding but not limited to, mandatory
marketing periods, list price guide-
lines, closing requirements, and resi-
dence value caps; and

(g9) Your agency has established a
home marketing incentive program.

§302-14.6 How much may my agency
pay me for a home marketing incen-
tive?

Your agency will determine the
amount of your home marketing incen-
tive payment. The incentive payment,
however, may not exceed the lesser of:

(a) Five percent of the price the relo-
cation services company paid when it
purchased the residence from you; or

(b) The savings your agency realized
from the reduced fee/expenses it paid as
a result of you finding a bona fide
buyer.

§302-14.7 Are there tax consequences
when I receive a home marketing
incentive payment?

Yes, the home marketing incentive
payment is considered income. Con-
sequently, you will be taxed, and your
agency will withhold income and em-
ployment taxes, on the home mar-
keting incentive payment. You will
not, however, receive a withholding tax
allowance (WTA) to offset the with-
holding on your home marketing in-
centive payment, nor will you receive a
relocation income tax (RIT) allowance
payment for substantially all of your
Federal, state and local income taxes
on the incentive payment.

Subpart B—Agency
Responsibilities

NOTE TO SUBPART B: Use of pronouns “‘we”’,
“you’”, and their variants throughout this
subpart refers to the agency.
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§302-14.100 How should we admin-
ister our home marketing incentive
payment program?

Your goal in using an incentive pay-
ment program is to reduce your overall
relocation costs. You must not make a
home marketing incentive payment
that exceeds the savings you realize
from the reduced fees/expenses you pay
the relocation services company.

§302-14.101 What policies must we es-
tablish to govern our home mar-
keting incentive payment program?

You must establish policies to gov-
ern:

(a) The conditions under which you
will authorize a home marketing in-
centive payment for an employee;

(b) The amount of the home mar-
keting incentive payment(s) you will
offer (or) the method you will use to
compute your home marketing incen-
tive payments); and

(c) Who will determine in each case
whether a home marketing incentive
payment is authorized.

§302-14.102 What factors should we
consider in determining whether to
establish a home marketing incen-
tive payment program?

In determining whether to establish
a home marketing incentive payment
program, you should consider:

(@) Whether the program will in-
crease the percentage of residences
sold for which employees find a bona
fide buyer. You should establish a
benchmark for the percentage of resi-
dences for which you expect employees
to find a bona fide buyer resulting in
lower homesale costs to you. If your
historical percentage of employee-gen-
erated sales is below your benchmark,
a home marketing incentive payment
program may benefit you; and

(b) The expected net savings from a
home marketing incentive payment
program.

§302-14.103 What factors should we
consider in determining the amount
of a home marketing incentive pay-

ment?
In determining the amount of a home
marketing incentive payment, you

should consider the:
(a) Amount of savings from reduced
fee/lexpenses paid to the relocation
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services company. The home mar-
keting incentive payment program is
intended to reduce your relocation
costs. The amount of each home mar-
keting incentive payment you make,
therefore, must not exceed the savings
you realize from the reduced fee you
pay to the relocation services com-
pany; and

(b) Employee’s efforts in marketing
the residence. The purpose of a home
marketing incentive payment program
is to encourage a transferred employee
who participates in a homesale pro-
gram to independently and aggres-
sively market his/her residence and
find a bona fide buyer.

PART 302-15—ALLOWANCE FOR
rcl:?gPERTY MANAGEMENT SERV-

Subpart A—General Rules for the
Employee

Sec.

302-15.1 What are property management
services?

302-15.2 What are the purposes of the allow-
ance for property management services?

302-15.3 Am | eligible for payment for prop-
erty management services under this
part?

302-15.4 Who is not eligible for payment for
property management services?

302-15.5 Is my agency required to authorize
payment for property management serv-
ices?

302-15.6 Under what circumstances may my
agency authorize payment under this
part?

302-15.7 For what property may my agency
authorize payment under this part?

302-15.8 When my agency authorizes pay-
ment for me under this part, am | obli-
gated to use such services, or may | elect
instead to sell my residence at Govern-
ment expense?

302-15.9 Must | repay property management
expenses my agency paid under this part
if | elect to sell my former residence in
the United States at Government ex-
pense when | am transferred from my
current foreign post of duty to an official
station in the United States other than
the one | left?

302-15.10 How long may my agency pay
under this part?

302-15.11 If my agency authorized, and |
elected to receive, payment for property
management expenses, may | later elect
to sell my residence at Government ex-
pense?
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302-15.12 If my agency is paying for prop-
erty management services under this
part and my service agreement expires,
what must | do to ensure that payment
for property management services con-
tinues?

302-15.13 What are the income tax con-
sequences when my agency pays for my
property management services?

Subpart B—Agency Responsibilities

302-15.70 What governing policies must we
establish for the allowance for property
management services?

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a);
E.O. 11609, 36 FR 13747, 3 CFR, 1971-1975
Comp., p. 586.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18344, Apr. 1, 2011, the authority ci-
tation for part 302-15 was revised, effective
Aug. 1, 2011. For the convenience of the user,
the revised text is set forth as follows:

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a);
E.O. 11609, as amended, 3 CFR, 1971-1975
Comp., p. 586.

SOURCE: FTR Amdt. 98, 66 FR 58196, Nov.
20, 2001, unless otherwise noted.

Subpart A—General Rules for the
Employee

NOTE TO SUBPART A: Use of pronouns ““I”’,
“‘you’, and their variants throughout this
subpart refers to the employee.

§302-15.1 What are property manage-
ment services?

“Property management services’ are
programs provided by private compa-
nies for a fee, which help an employee
to manage his/her residence at the old
official station as a rental property.
These services typically include, but
are not limited to, obtaining a tenant,
negotiating the lease, inspecting the
property regularly, managing repairs
and maintenance, enforcing lease
terms, collecting the rent, paying the
mortgage and other carrying expenses
from rental proceeds and/or funds of
the employee, and accounting for the
transactions and providing periodic re-
ports to the employee.

§302-15.2 What are the purposes of
the allowance for property manage-
ment services?

The purpose of the allowance for
property management services is re-
duce overall Government relocation
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costs when used instead of sale of the
employee’s residence at Government
expense. When authorized in connec-
tion with an employee’s transfer to a
foreign area post of duty, relieve the
employee of the costs of maintaining a
home in the United States while sta-
tioned at a foreign area post of duty.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011-
01, 76 FR 18344, Apr. 1, 2011, §302-15.2 was re-
vised, effective Aug. 1, 2011. For the conven-
ience of the user, the revised text is set forth
as follows:

§302-15.2 What are the purposes of the
property management services allow-
ance?

The purposes of the property management
services allowance are to:

(a) Reduce overall Government relocation
costs by using the property management
services allowance in place of allowances for
the sale of the employee’s residence; and

(b) Relieve employees transferred to
OCONUS duty stations from the costs of
maintaining a home in CONUS during their
tour of duty.

§302-15.3 Am I eligible for payment
for property management services
under this part?

Yes, you are eligbile for payment for
property management services when:

(a) You transfer in the interest of the
Government; and

(b) You and/or a member(s) of your
immediate family hold(s) title to a res-
idence which you are eligible to sell at
Government expense under part 302-11
or part 302-12 of this chapter.

§302-15.4 Who is not eligible for pay-
ment for property management
services?

New appointees, employees assigned
under the Government Employees
Training Act (5 U.S.C. 4109), and em-
ployees transferring wholly outside the
United States are not eligible for pay-
ment for property management serv-
ices. However, relocations wholly out-
side the United States do not affect
previously authorized property man-
agement services as long as the em-
ployee continues to meet the require-
ments of §302-15.6 and any other condi-
tions established by the agency.
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§302-15.5 Is my agency required to au-
thorize payment for property man-
agement services?

No, your agency is not required to
authorize payment for property man-
agement services. However, your agen-
cy determines:

(a) When you meet the conditions set
forth in §302-15.3;

(b) When to authorize payment for
these services; and

(c) What procedures you must follow
when it authorizes such payment.

§302-15.6 Under what circumstances
may my agency authorize payment
under this part?

(a) For a relocation to an official sta-
tion in the United States, your agency
may authorize payment under this part
when:

(1) You are being returned from a for-
eign area post of duty to a different of-
ficial station than the one from which
you were transferred for your foreign
tour of duty;

(2) Your agency has determined that
property management services is more
advantageous and cost effective for the
Government than having to sell your
residence;

(3) You have signed a service agree-
ments; and

(4) You meet any additional condi-
tions that your agency has established.

(b) For relocations to official sta-
tions outside the United States, your
agency will authorize payment under
this part when you meet conditions set
forth in paragraphs (a)(3) and (4) of this
section.

§302-15.7 For what property may my
agency authorize payment under
this part?

Under this part, payment may be au-
thorized only for your residence at the
last official station in the United
States from which you transferred.

§302-15.8 When my agency authorizes
payment for me under this part, am
I obligated to use such services, or
may I elect instead to sell my resi-
dence at Government expense?

You are not obligated to use your au-
thorized property management services
allowance. You have the option of
choosing to sell your residence at Gov-

§302-15.10

ernment expense or to use the property
management services allowance.

§302-15.9 Must I repay property man-
agement expenses my agency paid
under this part if I elect to sell my
former residence in the United
States at Government expense
when I am transferred from my cur-
rent foreign post of duty to an offi-
cial station in the United States
other than the one I left?

No, you are not required to repay any
property management expenses paid by
your agency if you elect to sell your
former residence in the United States
when transferred from your post of
duty to an official station in the
United States. The authority for your
agency to pay for property manage-
ment services under this part when you
are transferred to a foreign post of
duty arises from your transfer to the
foreign post of duty. It is separate
from, and in addition to, the authority
to sell your residence at Government
expense when you are transferred to an
official station in the United States
other than the official station from
which you were transferred to the for-
eign post of duty.

§302-15.10 How long may my agency
pay under this part?

Your agency may pay:

(a) For transfers within the United
States for a period not to exceed 2
years from your effective date of trans-
fer, with up to a 2-year extension,
under the same conditions required in
§302-11.21 of this chapter; or

(b) From the time you transfer to a
foreign area post of duty until you:

(1) Transfer back to an official sta-
tion in the United States; or

(2) Complete a service agreement at
your post of duty and remain there, but
do not sign a new service agreement; or

(3) Separate from Government serv-
ice.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18344, Apr. 1, 2011, §302-15.10 was
amended in paragraph (a) by removing ‘2
years’” and adding ‘‘one year’ in its place,
and by removing ‘2-year’” and adding ‘1-
year” in its place, effective Aug. 1, 2011.
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§302-15.11 If my agency authorized,
and I elected to receive, payment
for property management expenses,
may I later elect to sell my resi-
dence at Government expense?

Yes, you may change your selection
from receiving property management
expenses to selling your residence at
Government expense provided:

(a) Your agency allows you to change
your election of payment from prop-
erty management expenses to the sale
of your residence at Government ex-
pense; and

(b) Payment for sale of your resi-
dence at Government expense is offset
in accordance with your agency’s pol-
icy established under §302-15.70(d).

§302-15.12 If my agency is paying for
property management services
under this part and my service
agreement expires, what must I do
to ensure that payment for prop-
erty management services con-
tinues?

You must sign a new service agree-
ment (see §302-2.13 of this chapter) to
continue to this benefit.

§302-15.13 What are the income tax
consequences when my agency pays
for my property management serv-
ices?

When your agency pays for your
property management services, you
will be taxed on the amount of ex-
penses your agency pays for property
management services whether it reim-
burses you directly or whether it pays
a relocation service company to man-
age your residence. Your agency must
pay you a relocation income tax (RIT)
allowance for the additional Federal,
State and local income taxes you incur
on property management expenses it
reimburses you or pays on your behalf.

NOTE TO §302-15.13: You may wish to con-
sult with a tax advisor to determine whether
you will incur any additional tax liability,
unrelated to your agency’s payment of your
property management expenses, as a result
of maintaining your residence as a rental
property.
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Subpart B—Agency
Responsibilities

NOTE TO SUBPART B: Use of pronouns “‘we”’,
“you’, and their variants throughout this
subpart refers to the agency.

§302-15.70 What governing policies
must we establish for the allowance
for property management services?

You must establish policies and pro-
cedures governing:

(a) When you will authorize payment
for property management services for
an employee who transfers in the inter-
est of the Government;

(b) Who will determine, for reloca-
tions to official stations in the United
States, whether payment for property
management services is more advan-
tageous and cost effective than sale of
an employee’s residence at Govern-
ment expense;

(c) If and when you will allow an em-
ployee who was offered and accepted
payment for property management
services to change his/her mind and
elect instead to sell his/her residence
at Government expense in accordance
with paragraph (d) of this section; and

(d) How you will offset expenses you
have paid for property management
services against payable expenses for
sale of the employee’s residence when
an eligible employee who elected pay-
ment for property management serv-
ices later changes his/her mind and
elects instead to sell his/her residence
at Government expense.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18344, Apr. 1, 2011, §302-15.70 was re-
vised, effective Aug. 1, 2011. For the conven-
ience of the user, the revised text is set forth
as follows:

§302-15.70 What governing policies must we
establish for the allowance for property
management services?

You must establish policies and procedures
governing:

(a) When you will authorize payment for
property management services for an em-
ployee who transfers in the interest of the
Government;

(b) When it is appropriate to authorize this
service on a reimbursable basis to the em-
ployee, rather than paying the property
management company directly, as long as
any reimbursement is equal to or less than
the agency negotiated rate for this service
(agencies may require that employees hire
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only licensed and/or certified property man-
agers).

(c) Who will determine, for relocations to
official duty stations in the United States,
whether payment for property management
services is more advantageous and cost effec-
tive than sale of an employee’s residence at
Government expense;

(d) If and when you will allow an employee
who was offered and accepted payment for
property management services to change his/

§302-15.70, Nt.

her residence at Government expense in ac-
cordance with paragraph (e) of this section;
and

(e) How you will offset expenses you have
paid for property management services
against payable expenses for sale of the em-
ployee’s residence when an eligible employee
who elected payment for property manage-
ment services later changes his/her mind and
elects instead to sell his/her residence at
Government expense.
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SUBCHAPTER F—MISCELLANEOUS ALLOWANCES

PART 302-16—ALLOWANCE FOR
MISCELLANEOUS EXPENSES

Subpart A—General

Sec.

302-16.1 What are miscellaneous expenses?

302-16.2 What is the purpose of the miscella-
neous expenses allowance (MEA)?

302-16.3 Who is and is not eligible for a
MEA?

302-16.4 Must my agency authorize payment
of a MEA?

Subpart B—Employee’s Allowance for
Miscellaneous Expenses

302-16.100 How will I receive the MEA?

302-16.101 May | receive an advance of funds
for MEA?

302-16.102 What amount may my agency re-
imburse me for miscellaneous expenses?

302-16.103 May I claim an amount in excess
of that prescribed in §302-16.102?

302-16.104 Must | document my miscella-
neous expenses to receive reimburse-
ment?

302-16.105 What standard of care must | use
in incurring miscellaneous expenses?

Subpart C—Agency Responsibilities

302-16.200 What governing policies must we
establish for MEA?

302-16.201 How should we administer the au-
thorization and payment of miscella-
neous expenses?

302-16.202 Are there any restrictions to the
types of costs we may cover?

302-16.203 What are examples of types of
costs not covered by the MEA?

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a);
E.O. 11609, 36 FR 13747, 3 CFR 1971-1973
Comp., p.586.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18345, Apr. 1, 2011, the authority ci-
tation for part 302-16 was revised, effective
Aug. 1, 2011. For the convenience of the user,
the revised text is set forth as follows:

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a);
E.O. 11609, as amended, 3 CFR, 1971-1975
Comp., p. 586.

SOURCE: FTR Amdt. 98, 66 FR 58196, Nov.
20, 2001, unless otherwise noted.

Subpart A—General

NOTE TO SUBPART A: Use of pronouns “I”,
“you’”, and their variants throughout this
subpart refers to the employee, unless other-
wise noted.

§302-16.1 What are miscellaneous ex-
penses?

(a) Miscellaneous expenses are costs
associated with:

(1) Discontinuing your residence at
your old official station, and/or

(2) Establishing a residence at your
new official station.

(b) Expenses allowable under para-
graphs (a)(1) or (a)(2) of this section in-
clude, but are not limited to the fol-
lowing:

Losses

General expenses

Fees/deposits

Appliances ...

Rugs, draperies, and curtains .............

Utilities (See §302-10.20 for mobile
homes).

Medical, dental, and food locker con-
tracts.

Private Institutional care contracts
(such as that provided for handi-
capped or invalid dependents only).

Privately-owned automobiles ..............

For disconnecting/connecting appliances, equip-
ment, utilities (except for mobile homes see
§302-10.20), conversion of appliances for op-
eration on available utilities.

For cutting and fitting such items, moved from
one residence quarters to another.

Deposits or fees not offset by eventual refunds.

Registration, Driver's license, and use taxes im-
posed when bringing into certain jurisdictions.
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§302-16.2

General expenses

Fees/deposits

Losses

Transportations of pets ...........c.ccceeus
house pets are

Only costs associated with dogs, cats and other
included. Other
(horses, fish, birds, various rodents, etc.) are
excluded because of their size, exotic nature,
or restrictions on shipping, host country restric-
tions and special handling difficulties. Costs
are limited to transportation and handling
costs, required to meet the more stringent
rules of air carriers, not included are inocula-
tions, examinations, boarding quarantine or
other costs in the moving process.

animals

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as amended by FTR Amdt. 108, 67 FR 57969, Sept.

13, 2002]

EFFeECTIVE DATE NOTE: By FTR Amdt. 2011-
01, 76 FR 18345, Apr. 1, 2011, §302-16.1 was re-
designated as §302-16.2 and revised, effective
Aug. 1, 2011. For the convenience of the user,
the revised text is set forth as follows:

§302-16.2 What are miscellaneous expenses?
Miscellaneous expenses are:

(a) Costs associated with relocating that
are not covered by other relocation benefits
detailed in Chapter 302.

(b) Expenses allowable under this section
include but are not limited to the following,
and similar, items:

General expenses

Fees/deposits

Losses

ApPPlIaNCES ....ooveiiiiee e

Rugs, draperies, and curtains .............

other.

Utilities (For mobile homes, see
§302-10.204).

Medical, dental, and food locker con-

Fees for disconnecting/connecting utilities, appli-
ances, equipment, or conversion of appliances
for operation on available utilities.

Fees for cutting and fitting such items when they
are moved from one residence quarters to an-

Deposits or fees not offset by eventual refunds.

tracts.

Private Institutional care contracts

Losses that cannot be recovered by
transfer or refund and are incurred
due to early termination of a con-
tract.

(such as that provided for handi-
capped or invalid dependents only).

Privately-owned vehicles .

dictions.
Transportation of pets ........c..ccceeeeeene

difficulties.

Registration, driver's license, and use taxes im-
posed when bringing vehicles into certain juris-

The only costs included are those normally asso-
ciated with the transportation and handling of
dogs, cats, and other house pets, as well as
costs due to stringent air carrier rules. Other
animals (horses, fish, birds, reptiles, various
rodents, etc.) are excluded because of their
size, exotic nature, restrictions on shipping,
host country restrictions, and special handling

Inoculations,

boarding quarantine costs are excluded.

Losses that cannot be recovered by
transfer or refund and are incurred
due to early termination of a con-
tract.

examinations, and

§302-16.2 What is the purpose of the
miscellaneous expenses allowance
(MEA)?

The miscellaneous expenses allow-
ance (MEA) is to help defray some of
the costs incurred due to relocating.
The MEA is related to expenses that
are common to living quarters, fur-
nishings, household appliances, and to

other general types of costs inherent in
relocation of a place of residence. (See
part 302-10 of this chapter for specific
costs normally associated with reloca-
tion of a mobile home dwelling that are
covered under transportation ex-
penses.)
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EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
01, 76 FR 18345, Apr. 1, 2011, §302-16.2 was re-
designated as §302-16.1 and revised, effective
Aug. 1, 2011. For the convenience of the user,
the revised text is set forth as follows:

§302-16.1 What is the purpose of the mis-
cellaneous expenses allowance (MEA)?

The miscellaneous expenses allowance
(MEA) is intended to help defray some of the
costs incurred due to relocating. (See part
302-10 of this chapter for specific costs nor-
mally associated with relocation of a mobile
home dwelling that are covered under trans-
portation expenses.)

§302-16.3 Who is and is not eligible for
a MEA?

See the following table for eligibility
of MEA:

Employees eligible for MEA

Employees not eligible for
MEA

(a) Your agency authorized/
approved a relocation or a
TCS; and.

(b) You discontinued and es-
tablished a residence in
connection with your relo-
cation or TCS; and.

(c) You meet the applicable
eligibility conditions in part

302-1 of this chapter; and.

(d) You signed the required
service agreement in part
302-1 of this chapter.

(a) A new appointee.

(b) Authorized SES “last
move home” benefits,

(c) Assigned under the Gov-
ernment Employees Train-
ing Act (5 U.S.C. 4109), or

(d) Returning from an over-
seas assignment for sepa-
ration from Government

service.

§302-16.4 Must my agency authorize
payment of a MEA?

Yes, if you meet the applicable eligi-
bility conditions in §302-16.3, your
agency must authorize payment of a
MEA.

Subpart B—Employee’s Allowance
for Miscellaneous Expenses

§302-16.100 How will I receive the
MEA?

You will be reimbursed your MEA in
accordance with your agency’s internal
travel policy.

§302-16.101 May I receive an advance
of funds for MEA?

No, your agency must not authorize
an advance of funds for MEA.

41 CFR Ch. 302 (7-1-11 Edition)

§302-16.102 What amount may my
agency reimburse me for miscella-
neous expenses?

The following amounts will be paid
for miscellaneous expenses without
support or documentation of expenses:

(a) Either $500 or the equivalent of
one week’s basic gross pay, whichever
is the lesser amount, if you have no im-
mediate family relocating with you; or

(b) $1,000 or the equivalent of two
weeks’ basic gross pay, whichever is
the lesser amount, if you have imme-
diate family members relocating with
you.

EFFeCTIVE DATE NOTE: By FTR Amdt. 2011~
02, 76 FR 35111, June 16, 2011, §302-16.102 was
amended by removing ‘$500 in paragraph
(a) and adding ““$650°" in its place and by re-
moving ““$1,000” in paragraph (b) and adding
““$1,300”" in its place, effective July 18, 2011.

§302-16.103 May I claim an amount in
excess of that prescribed in §302-
16.102?

Yes, you may claim an amount in ex-
cess of that prescribed in §302-16.12 if
authorized by your agency; and

(a) Supported by acceptable state-
ments of fact, paid bills or other ac-
ceptable evidence justifying the
amounts claimed; and

(b) The aggregate amount does not
exceed your basic gross pay (at the
time you reported for duty, at your
new official station) for:

(1) One week if you are relocating
without an immediate family; or

(2) Two weeks if you are relocating
with an immediate family.

NOTE TO §302-16.103: The amount author-
ized cannot exceed the maximum rate of
grade GS-13 provided in 5 U.S.C. 5332 at the
time you reported for duty at your new offi-
cial station.

§302-16.104 Must I document my mis-
cellaneous expenses to receive re-
imbursement?

You must show documentation of
your miscellaneous expenses only when
an amount exceeds that prescribed in
§302-16.101.

EFFECTIVE DATE NOTE: By FTR Amdt. 2011~
02, 76 FR 35111, June 16, 2011, §302-16.104 was
amended by removing “‘§302-16.101"" and add-
ing ‘“§302-16.102"" in its place, effective July
18, 2011.
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§302-16.105 What standard of care
must I use in incurring miscella-
neous expenses?

You must exercise the same care in
incurring expenses that a prudent per-
son would exercise if relocating at per-
sonal expense.

Subpart C—Agency
Responsibilities

NOTE TO SUBPART C: Use of pronouns ‘“‘we”’,
“you’, and their variants throughout this
subpart refers to the agency.

§302-16.200 What governing policies
must we establish for MEA?

For MEASs, you must establish poli-
cies and procedures governing:

(@) Who will determine whether pay-
ment for an amount in excess of the
flat MEA is appropriate; and

(b) How you will pay a MEA in ac-
cordance with §§302-16.3 and 302-16.4.

§302-16.201 How should we admin-
ister the authorization and pay-
ment of miscellaneous expenses?

You should limit payment of mis-
cellaneous expenses to only those ex-
penses that are necessary.

§302-16.202 Are there any restrictions
to the types of costs we may cover?

Yes, a MEA cannot be used to reim-
burse:

(a) Costs or expenses incurred which
exceed maximums provided by statute
or in this subtitle;

(b) Costs or expenses incurred but
which are disallowed elsewhere in this
subtitle;

(c) Costs reimbursed under other pro-
visions of law or regulations;

(d) Costs or expenses incurred for rea-
sons of personal taste or preference and
not required because of the move;

(e) Losses covered by insurance;

(f) Fines or other penalties imposed
upon the employee or members of his/
her immediate family;

(9) Judgements, court costs, and
similar expenses growing out of civil
actions; or

(h) Any other expenses brought about
by circumstances, factors, or actions in
which the move to a new duty station
was not the proximate cause.

§302-16.203

§302-16.203 What are examples of
types of costs not covered by the
MEA?

Examples of costs which are not re-
imbursable from this allowance are:

(a) Losses in selling or buying real
and personal property and cost related
to such transactions;

(b) Cost of additional insurance on
household goods while in transit to the
new official station or cost of loss or
damage to such property;

(c) Additional costs of moving house-
hold goods caused by exceeding the
maximum weight limitation;

(d) Costs of newly acquired items,
such as the purchase or installation
cost of new rugs or draperies;

(e) Higher income, real estate, sales,
or other taxes as the result of estab-
lishing residence in the new locality;

(f) Fines imposed for traffic infrac-
tions while en route to the new official
station locality;

(g9) Accident insurance premiums or
liability costs incurred in connection
with travel to the new official station
locality, or any other liability imposed
upon the employee for uninsured dam-
ages caused by accidents for which he/
she or a member of his/her immediate
family is held responsible;

(h) Losses as the result of sale or dis-
posal of items of personal property not
considered convenient or practicable to
move;

(i) Damage or loss of clothing, lug-
gage, or other personal effects while
traveling to the new official station lo-
cality;

(J) Subsistence, transportation, or
mileage expenses in excess of the
amounts reimbursed as per diem or
other allowances under this regulation;

(k) Medical expenses due to illness or
injuries while en route to the new offi-
cial station or while living in tem-
porary quarters at Government ex-
pense under the provisions of this chap-
ter; or

() Costs incurred in connections with
structural alterations (remodeling or
modernizing of living quarters, garages
or other buildings to accommodate pri-
vately-owned automobiles, appliances
or equipment; or the cost of replacing
or repairing worn-out or defective ap-
pliances, or equipment shipped to the
new location).
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PART 302-17—RELOCATION
INCOME TAX (RIT) ALLOWANCE

Sec.

302-17.1 Authority.

302-17.2 Coverage.

302-17.3 Types of moving expenses or allow-
ances covered and general limitations.

302-17.4 Exclusions from coverage.

302-17.5 Definitions and discussion of terms.

302-17.6 Procedures in general.

302-17.7 Procedures for determining the
WTA in Year 1.

302-17.8 Rules and procedures for deter-
mining the RIT allowance in Year 2.

302-17.9 Responsibilities.

302-17.10 Claims for payment and sup-
porting documentation and verification.

302-17.11 Violation of service agreement.

302-17.12 Advance of funds.

302-17.13 Source references.

302-17.14 Where can | find the tax tables
used for calculating the relocation in-
come tax (RIT) allowances?

AUTHORITY: 5 U.S.C. 5738; 20 U.S.C. 905(a);
E.O. 11609, as amended, 36 FR 13747, 3 CFR,
1971-1975 Comp., p. 586.

SOURCE: FTR Amdt. 98, 66 FR 58196, Nov.
20, 2001, unless otherwise noted.

§302-17.1 Authority.

Payment of a relocation income tax
(RIT) allowance is authorized to reim-
burse eligible transferred employees
for substantially all of the additional
Federal, State, and local income taxes
incurred by the employee, or by the
employee and spouse if a joint tax re-
turn is filed, as a result of certain trav-
el and transportation expense and relo-
cation allowances which are furnished
in kind, or for which reimbursement or
an allowance is provided by the Gov-
ernment. Payment of the RIT allow-
ance also is authorized for income
taxes paid to the Commonwealth of
Puerto Rico, the Commonwealth of the
Northern Mariana Islands, and the U.S.
possessions in accordance with a deci-
sion of the Comptroller General of the
United States (67 Comp. Gen. 135
(1987)). The RIT allowance shall be cal-
culated and paid as provided in this
part.

§302-17.2 Coverage.

(a) Eligible employees. Payment of a
RIT allowance is authorized for em-
ployees transferred on or after Novem-
ber 14, 1983, in the interest of the Gov-
ernment from one official station to
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another for permanent duty. The effec-
tive date of an employee’s transfer is
the date the employee reports for duty
at the new official station as provided
in part 300.3 of this title.

(b) Individuals not covered. The provi-
sions of this part are not applicable to
the following individuals or employees:

(1) New appointees;

(2) Employees assigned under the
Government Employees Training Act
(see 5 U.S.C. 4109); or

(3) Employees returning from over-
seas assignments for the purpose of
separation.

§302-17.3 Types of moving expenses or
allowances covered and general
limitations.

The RIT allowance is limited by law
as to the types of moving expenses that
can be covered. The law authorizes re-
imbursement of additional income
taxes resulting from certain moving
expenses furnished in kind or for which
reimbursement or an allowance is pro-
vided to the transferred employee by
the Government. However, such mov-
ing expenses are covered by the RIT al-
lowance only to the extent that they
are actually paid or incurred, and are
not allowable as a moving expense de-
duction for tax purposes. The types of
expenses or allowances listed in para-
graphs (a) through (i) of this section,
are covered by the RIT allowance with-
in the limitations discussed.

(a) En route travel. Travel (including
per diem) and transportation expenses
of the transferred employee and imme-
diate family for en route travel from
the old official station to the new offi-
cial station. (See part 302-4 of this
chapter.)

(b) Household goods shipment. Trans-
portation (including temporary stor-
age) expenses for movement of house-
hold goods from the old official station
to the new official station. (See part
302-7 of this chapter.)

(c) Extended storage expenses. Allow-
able expenses for extended storage of
household goods belonging to an em-
ployee transferred on or after Novem-
ber 14, 1983, through October 11, 1984, to
an isolated location in the continental
United States. (See part 302-8, of this
chapter extended storage expenses are
not covered by the RIT allowance for
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transfers on or after October 12, 1984.)
(See §302-17.4(c) of this chapter.)

(d) Mobile home movement. Expenses
for the movement of a mobile home for
use as a residence when movement is
authorized instead of shipment and
temporary storage of household goods.
(See part 302-10 of this chapter.)

(e) Househunting trip. Travel (includ-
ing per diem) and transportation ex-
penses of the employee and spouse for
one round trip to the new official sta-
tion to seek permanent residence quar-
ters. (See part 302-5 of this chapter.)

(f) Temporary quarters. Subsistence
expenses of the employee and imme-
diate family during occupancy of tem-
porary quarters. (See part 302-6 of this
chapter.)

(9) Real estate expenses. Allowable ex-
penses for the sale of the residence (or
expenses of settlement of an unexpired
lease) at the old official station and for
purchase of a home at the new official
station for which reimbursement is re-
ceived by the employee. (See part 302-
11 of this chapter.)

(h) Miscellaneous expense allowance. A
miscellaneous expense allowance for
the purpose of defraying certain ex-
penses associated with discontinuing a
residence at one location and estab-
lishing a residence at the new location
in connection with an authorized or ap-
proved permanent change of station.
(See part 302-16 of this chapter.)

(i) Relocation services. Payments, or
portions thereof, made to a relocation
service company for services provided
to a transferred employee (see part 302-
12 of this chapter), subject to the con-
ditions stated in this paragraph and
within the general limitations of this
section applicable to other covered ex-
penses.

(1) For employees transferred on or after
November 14, 1983, through October 11,
1984. The amount of a broker’s fee or
real estate commission, or other real
estate sales transaction expenses which
normally are reimbursable to the em-
ployee under §302-11.200 of this chapter,
but have been paid by a relocation
service company incident to an as-
signed sale from the employee, pro-
vided that such payments constitute
income to the employee. For the pur-
poses of this regulation, an assigned
sale occurs when an employee obtains a
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binding agreement for the sale of his/
her residence and assigns the inherent
rights and obligations of that agree-
ment to a relocation company that is
providing services under contract with
the employing agency. For example, if
the employee incurs an obligation to
pay a specified broker’s fee or real es-
tate commission under the terms of the
sales agreement, this obligation along
with the sales agreement is assigned to
the relocation company and may, upon
payment of the obligation by the relo-
cation company, constitute income to
the employee. (See §302-12.7 of this
chapter entitled ‘‘Income tax con-
sequences of using relocation compa-
nies.”’)

(2) For employees transferred on or after
October 12, 1984. Expenses paid by a re-
location company providing relocation
services to the transferred employee
pursuant to a contract with the em-
ploying agency to the extent such pay-
ments constitute income to the em-
ployee. (See §302-12.7 of this chapter.)

NOTE: See reference shown in parentheses
for reimbursement provisions for each allow-
ance listed in paragraphs (a) through (i) of
this section. See section 217 of the Internal
Revenue Code (IRC) and Internal Revenue
Service (IRS) Publication 521 entitled ‘“Mov-
ing Expenses’” and appropriate State and
local tax authority publications for addi-
tional information on the taxability of mov-
ing expense reimbursements and the allow-
able tax deductions for moving expenses.

§302-17.4 Exclusions from coverage.

The provisions of this part are not
applicable to the following:

(a) Any tax liability that may result
from payments by the Government to
relocation companies on behalf of em-
ployees transferred on or after Novem-
ber 14, 1983, through October 11, 1984,
other than the payments for those ex-
penses specified in §302-17.3(i)(1).

(b) Any tax liability incurred for
local income taxes other than city in-
come tax as a result of moving expense
reimbursements for employees trans-
ferred on or after November 14, 1983,
through October 11, 1984. (See defini-
tion in §302-17.5(b).)

(c) Any tax liability resulting from
reimbursed expenses for any extended
storage of household goods except as
specifically provided for in §302-17.3(c).
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(d) Any tax liability resulting from
paid or reimbursed expenses for ship-
ment of a privately owned automobile.

(e) Any tax liability resulting from
an excess of reimbursed amounts over
the actual expense paid or incurred.
For instance, if an employee’s reim-
bursement for the movement of house-
hold goods is based on the commuted
rate schedule and his/her actual mov-
ing expenses are less than the reim-
bursement, the tax liability resulting
from the difference is not covered by
the RIT allowance. (See §302-
17.8(c)(2)(1).)

) Any tax liability resulting from
an employee’s decision not to deduct
moving expenses for which a tax deduc-
tion is allowable under the Internal
Revenue Code or appropriate State and
local tax codes. (See §§302-17.8(b)(1) and
302-17.8(c)(2).)

(g) Any tax liability resulting from
the payment of recruitment, retention,
or relocation bonuses authorized by the
Office of Personnel Management pursu-
ant to 5 U.S.C. 5753 and 5754, or any
other provisions which allow relocation
payments that are not reimbursements
for travel, transportation, and other
expenses incurred in relocation.

§302-17.5 Definitions and discussion
of terms.

For purposes of this part, the fol-
lowing definitions will apply:

(a) State income tax. A tax, imposed
by a State tax authority, that is de-
ductible for Federal income tax pur-
poses as a State income tax under sec-
tion 164(a)(3) of the IRC. ‘‘State”
means any one of the several States of
the United States and the District of
Columbia.

(b) Local income tax. A tax, imposed
by a recognized city or county tax au-
thority, that is deductible for Federal
income tax purposes as a local (city or
county) income tax under section
164(a)(3) of the IRC; except, that for
employees transferred on or after No-
vember 14, 1983, through October 11,
1984, local income tax shall be con-
strued to mean only city income tax.
For purposes of this regulation:

(1) City means any unit of general
local government which is classified as
a municipality by the Bureau of the
Census, or which is a town or township
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that in the determination of the Sec-
retary of the Treasury possesses pow-
ers and performs functions comparable
to those associated with municipali-
ties, is closely settled, and contains
within its boundaries no incorporated
places as defined by the Bureau of the
Census (31 CFR 215.2(b)(1)).

(2) County means any unit of local
general government which is classified
as a county by the Bureau of the Cen-
sus (31 CFR 215.2(e)).

(c) Covered moving expense reimburse-
ments or covered reimbursements. As used
herein, these terms include those mov-
ing expenses listed in §302-17.3 as being
covered by the RIT allowance and
which may be furnished in kind, or for
which reimbursement or an allowance
is provided by the Government.

(d) Covered taxable reimbursements.
Covered moving expense reimburse-
ments minus the tax deductions allow-
able under the IRC and IRS regulations
for moving expenses. (See determina-
tion in §302-17.8(c).)

(e) Year 1 or reimbursement year. The
calendar year in which reimbursement
or payment for moving expenses is
made to, or for, the employee under the
provisions of this part. All or part of
these reimbursements (see §302-17.6)
are reported to the IRS as income
(wages, salary, or other compensation)
to the employee for that tax year
under the provisions of the IRC and
IRS regulations, and are subject to
Federal tax withholding. The with-
holding tax allowance (WTA) (see para-
graph (f)(1) of this section) is cal-
culated in Year 1, to cover the employ-
ee’s Federal tax withholding obliga-
tions each time covered moving ex-
pense reimbursements are made that
result in a Federal tax withholding ob-
ligation. For purposes of this part, an
advance of funds for any of the covered
moving expenses is not considered to
be a reimbursement or a payment until
the travel voucher settlement for such
expenses takes place. If an employee’s
reimbursement for moving expenses is
spread over more than one year, he/she
will have more than one Year 1.

(f) Year 2. The calendar year in which
a claim for the RIT allowance is paid.

(1) Generally, Year 2 will be the cal-
endar year immediately following Year
1 and in which the employee files a tax
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return reflecting his/her tax liability
for income received in Year 1. However,
there may be instances where the em-
ployee’s claims submission and/or pay-
ment of the RIT allowance is delayed
beyond the calendar year immediately
following Year 1. (Year 1 will always be
the calendar year that reimbursements
are received; see paragraph (e) of this
section.) Year 2 will be the calendar
year in which the RIT allowance is ac-
tually paid.

(2) The RIT allowance is calculated
in Year 2 and paid to cover the addi-
tional tax liability (resulting from
moving expense reimbursements re-
ceived in Year 1) not covered by the
WTA paid in Year 1. If an employee’s
covered taxable reimbursements are
spread over more than one year, he/she
will have more than one Year 2.

(g) Federal withholding tax rate
(FWTR). The tax rate applied to incre-
mental income to determine the
amount to be withheld for Federal in-
come tax from salary or other com-
pensation such as moving expense re-
imbursements. Because moving ex-
pense reimbursements constitute sup-
plemental wages for Federal income
tax purposes, the 20 percent flat rate of
withholding is generally applicable to
such  reimbursements. (See §302-
17.7(c).) Agencies should refer to the
Treasury Financial Manual, TFM 3-
5000, and applicable IRS regulations for
complete and up-to-date information
on this subject.

(h) Earned income. For purposes of the
RIT allowance, ‘““‘earned income’ shall
include only the gross compensation
(salary, wages, or other compensation
such as reimbursement for moving ex-
penses and the related WTA (see para-
graph (n) of this section) and any RIT
allowance (see paragraph (m) of this
section) paid for moving expense reim-
bursement in a prior year) that is re-
ported as income on IRS Form W-2 for
the employee (employee and spouse, if
filing jointly), and if applicable, the
net earnings (or loss) for self-employ-
ment income shown on Schedule SE of
the IRS Form 1040. Earned income may
be from more than one source. (See
§302-17.8(d).)

(i) Marginal tax rate (MTR). The tax
rate (for example, 33 percent) applica-
ble to a specific increment of income.

§302-17.5

The Federal, Puerto Rico, and State
marginal tax rates to be used in calcu-
lating the RIT allowance are located at
www.gsa.gov/ftrbulletin (see §302-17.14).
(See §302-17.8(e)(3) for instructions on
local marginal tax rate determina-
tions.)

(J) Combined marginal tax rate (CMTR).
A single rate determined by combining
the applicable marginal tax rates for
Federal (or Puerto Rico, when applica-

ble), State, and local income taxes,
using formulas provided in §302-
17.8(e)(5).

(k) Gross-up. Payment for the esti-
mated additional income tax liability
incurred by an employee as a result of
reimbursements or payments by the
Government for the covered moving ex-
penses listed in §302-17.3.

() Gross-up formulas. The formulas
used to determine the amount of the
gross-up for the WTA and the RIT al-
lowance. The gross-up formulas used
herein compensate the employee for
the initial tax, the tax on tax, etc.
Note that the WTA gross-up formula in
§302-17.7(d) is different than the RIT
gross-up formula prescribed in §302-
17.8(f).

(m) RIT allowance. The amount of
payment computed and paid in Year 2
to cover substantially all of the esti-
mated additional tax liability incurred
as a result of the covered moving ex-
pense reimbursements received in Year
1.

(n) Withholding tax allowance (WTA).
The withholding tax allowance (WTA),
paid in Year 1, covers the employee’s
Federal income tax withholding liabil-
ity on covered taxable reimbursements
received in Year 1. The amount is com-
puted by applying the withholding
gross-up formula prescribed in §302-
17.7(d) (using the Federal withholding
tax rate) each time that a Federal
withholding obligation is incurred on
covered moving expense reimburse-
ments received in Year 1. Grossing-up
the Federal withholding amount pro-
tects the employee from using part of
his/her moving expense reimbursement
to pay Federal withholding taxes. (See
§302-17.7.)

(o) State gross-up. Payment for the es-
timated additional State income tax li-
ability incurred by an employee as a
result of reimbursements or payments
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by the Government for the covered
moving expenses listed in §302-17.3 that
are deductible for Federal income tax
but not for State income tax purposes.

(p) State gross-up formula. The for-
mula prescribed in §302-17.8(f)(3) to be
used in determining the amount to be
included in the RIT allowance to com-
pensate an employee for the additional
State income tax incurred in States
that do not allow the deduction of
moving expenses.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as
amended by FTR Amdt. 2008-04, 73 FR 35953,
June 25, 2008]

§302-17.6 Procedures in general.

(a) This regulation sets forth proce-
dures for the computation and pay-
ment of the RIT allowance and defines
agency and employee responsibilities.
This part does not require changes to
those internal fiscal procedures estab-
lished by the individual agencies pursu-
ant to IRS regulations, or the Treasury
Financial Manual, provided that the
intent of the statute authorizing the
RIT allowance and this part are not
disturbed.

(b) The total amount reimbursed or
paid to the employee, or on his/her be-
half, for travel, transportation, and
other relocation expenses and allow-
ances is includable in the employee’s
gross income pursuant to the IRC and
certain State or local government tax
codes. Some moving expenses for which
reimbursements are received may be
deducted from income by the employee
as moving expense deductions, subject
to certain limitations prescribed by the
IRS or pertinent State or local tax au-
thorities. Reimbursements for non-
deductible moving expenses are subject
to income tax. (See IRS Publication 521
entitled ‘“Moving Expenses’” and the
appropriate State and local tax codes
for detailed information.)

(c) Usually, if the employee is reim-
bursed for nondeductible moving ex-
penses, the amount of these reimburse-
ments is subject to withholding of Fed-
eral income tax in accordance with IRS
regulations at the time of reimburse-
ment. Under existing fiscal procedures,
the amount of the employee’s with-
holding obligation is usually deducted
either from reimbursements for the
moving expenses at the time of reim-
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bursement or from the employee’s sal-
ary. (See Treasury Financial Manual.)

(d) Payment of a WTA established
herein will offset deductions for the
Federal income tax withholding on
moving expense reimbursements, and
on the WTA itself, from the employee’s
moving expense reimbursements or
from salary.

(e) The total amount of the RIT al-
lowance can be computed after the end
of Year 1 as soon as the earned income
level, income tax filing status, total
covered taxable reimbursements, and
the applicable marginal tax rates can
be determined. Employee claims for
the RIT allowance should be submitted
in accordance with this part and the
employing agency’s procedures.

(f) Procedures are prescribed in §§302-
17.7 and 302-17.8 for computation and
payment of the WTA and the RIT al-
lowance. These procedures are built on
existing fiscal procedures and IRS reg-
ulations regarding reporting of em-
ployee income from reimbursements
and withholding of taxes on supple-
mental wages.

§302-17.7 Procedures for determining
the WTA in Year 1.

(a) General rules. The WTA is de-
signed to cover only the employee’s
withholding tax obligation for Federal
income taxes on income resulting from
covered moving expense reimburse-
ments. (See definition in §302-17.5(c).)
Other withholding tax obligations, if
any, such as for social security taxes or
for State and/or local income taxes on
income resulting from moving expense
reimbursements shall not be included
in the calculation of the WTA pay-
ment. The amount of the WTA is equal
to the Federal income tax withholding
obligation incurred by the employee on
covered moving expense reimburse-
ments (which are not offset by deduct-
ible moving expenses) and on the WTA
itself. Each time covered moving ex-
pense reimbursements are paid to or on
behalf of the employee, the WTA shall
be calculated, accounted for, and re-
ported as provided in paragraphs (b)
through (g) of this section.

(b) Determination of amount of reim-
bursement subject to withholding. Under
IRS regulations, income resulting from
reimbursements for nondeductible
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moving expenses is subject to with-
holding of Federal income taxes. (See
IRS Publication 521, ‘‘Moving Ex-
penses.”’) There are some moving ex-
penses which may be reimbursed but
are not covered taxable reimburse-
ments (see definition in §302-17.5(d)) for
purposes of the WTA and RIT allow-
ance calculations, such as extended
storage of household goods. (See exclu-
sions in §302-17.4.) Therefore, the ac-
tual amount of the covered taxable re-
imbursements may be different than
the amount of nondeductible moving
expenses subject to Federal income tax
withholding. The difference in these
amounts should not be substantial;
therefore, the amount of nondeductible
moving expenses subject to Federal in-
come tax withholding, as determined
by the agency pursuant to IRS regula-
tions, may be used in calculating the
WTA. (Note that the RIT calculation
procedure in §302-17.8 requires deter-
mination of covered taxable reimburse-
ments.)

(c) Determination of Federal with-
holding tax rate (FWTR). Moving ex-
pense reimbursements constitute sup-
plemental wages for Federal income
tax purposes. Therefore, an agency
must withhold at the withholding rate
applicable to supplemental wages. Cur-
rently, the supplemental wages with-
holding rate is 28 percent. The supple-
mental wages withholding rate should
be used in calculating the WTA unless
under an agency’s withholding proce-
dures a different withholding rate is
used pursuant to IRS tax regulations.
In such cases, the applicable with-
holding rate shall be substituted for
the supplemental wages withholding
rate in the calculation shown in para-
graph (d) of this section.

(d) Calculation of the WTA. The WTA
is calculated by substituting the
amounts determined in paragraphs (b)
and (c) of this section into the fol-
lowing WTA gross-up formula:

Formula:

Y= (N)

Where:

Y =WTA

X = FWTR (generally, 28 percent)

N = nondeductible moving expenses/covered
taxable reimbursements

§302-17.7

Example:
If:

X = 28 percent

N = $20,000
Then:
.28
Y =——— ($20,000
100-.28 ( )
Y = .3889 ($20,000)
Y = $7778.00

(e) WTA payment and employee agree-
ment for repayment. (1) The WTA may
be calculated several times within
Year 1 if reimbursements for moving
expenses are made on more than one
travel voucher. Each time an employee
is reimbursed for moving expenses
which are subject to Federal tax with-
holding in accordance with the IRS
regulations, the WTA will be cal-
culated and paid unless the employee
fails to comply with the requirements
in paragraph (e)(2) of this section.

(2) The employee shall be required to
agree in writing to repay any excess
amount paid to him/her in Year 1 (see
§§302-17.8(f)(5) and 302-17.9(b)(3)), and
submit the required certified tax infor-
mation and claim for his/her RIT al-
lowance within a reasonable length of
time (as determined by the agency)
after the close of Year 1. Failure of the
employee to comply with this require-
ment will preclude the agency’s pay-
ment of the WTA. The entire WTA will
be considered an excess payment if the
RIT allowance claim is not submitted
in a timely manner to settle the RIT
allowance account.

(f) Determination of employee’s with-
holding tax on WTA. Since the amount
of the WTA is considered income to the
employee, it is subject to the same tax
withholding requirements as all other
moving expense reimbursements. (See
Treasury Financial Manual, Section
4080, Moving Expense Reimbursements,
for withholding requirements.)

(9) End of year reporting. At the end of
the year, agencies generally are re-
quired to issue IRS Form(s) W-2 for
each employee showing total gross
compensation (including moving ex-
pense reimbursements) and the appli-
cable amount of Federal taxes with-
held. For tax reporting purposes, the
WTA is to be treated as a moving ex-
pense reimbursement. The total
amount of the employee’s WTA’s paid
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during the year as well as the amount
of moving expense reimbursements
should be included as income on the
employee’s Form W-2. The Federal tax
withholding amount applicable to the
moving expense reimbursements and
the WTA should also be included on the
employee’s Form W-2. The amount of
the WTA'’s also will be furnished to the
employee along with the amount of
moving expense reimbursements on
IRS Form 4782 or another itemized list-
ing provided for the employee’s use in
preparing his/her tax return (see IRS
regulations for further guidance) and
in claiming the RIT allowance as pro-
vided in §302-17.8.

§302-17.8 Rules and procedures for
determining the RIT allowance in
Year 2.

(@) Summary/overview of procedures.
The RIT allowance will be calculated
and claimed in Year 2. This can be ac-
complished as soon as the employee
can determine earned income (as de-
fined herein), income tax filing status,
covered taxable reimbursements for
Year 1, and the applicable marginal tax
rates. The RIT allowance is then cal-
culated using the gross-up formula
under procedures prescribed herein.
Since the RIT allowance is considered
income, appropriate withholding taxes
on the RIT allowance are deducted and
the balance constitutes the net pay-
ment to the employee. Rules, proce-
dures, and the prescribed tax tables for
these calculations are provided in para-
graphs (b) through (g) of this section,
and in an annual Federal Travel Regu-
lation (FTR) Bulletin (located at
www.gsa.gov/ftrbulletin).

(b) General rules and assumptions. (1)
The procedures prescribed herein for
calculations and payment of the RIT
allowance are based on certain assump-
tions jointly developed by GSA and
IRS, and tax tables developed by IRS.
This approach avoids a potentially con-
troversial and administratively bur-
densome procedure requiring the em-
ployee to furnish extensive documenta-
tion, such as certified copies of actual
tax returns and reconstructed returns,
in support of a claim for a RIT allow-
ance payment. Specifically, the fol-
lowing assumptions have been made:
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(i) The employee will claim allowable
moving expense deductions for the
same tax year in which the cor-
responding moving expense reimburse-
ments are included in income;

(ii) Changes to the IRC, applicable to
the 1987 and subsequent tax years, re-
quire that allowable moving expense
deductions must be taken as an
itemized deduction from gross income
rather than as an adjustment to gross
income as in previous tax years. It is
assumed that employees will receive
the benefit of allowable moving ex-
pense deductions to offset income ei-
ther by itemizing their moving expense
deductions or through the increased
standard deductions.

(iii) Prior to the Tax Reform Act of
1986, it was assumed that the employ-
ee’s (and spouse’s, if a joint return is
filed) earned income, filing status, and
CMTR determined for Year 1 (and used
in determining the RIT allowance in
Year 2) would remain the same or
would not be substantially different in
the second and subsequent tax years.
However, the Tax Reform Act of 1986
substantially changed the Federal tax
structure making it necessary to com-
pute a separate CMTR for Year 1 and
for Year 2. (See paragraph (e) of this
section.) The formula for calculating
the RIT allowance to be paid in 1988
and subsequent years is shown in para-
graph (f) of this section. It is assumed
that within the accuracy of the cal-
culation, the State and local tax rates
for Year 1 and Year 2 will remain the
same or will not be substantially dif-
ferent. Therefore, the State and local
tax rates for Year 1 shall be used in
calculating the CMTR for Year 2.

(2) The prescribed procedures, which
yield an estimate of an employee’s ad-
ditional tax liability due to moving ex-
pense reimbursements, are to be used
uniformly. They are not to be adjusted
to accommodate an employee’s unique
circumstance which may differ from
the assumed circumstances stated in
paragraph (b)(1) of this section.

(3) An adjustment of the RIT allow-
ance paid in Year 2 for the covered tax-
able reimbursements received in Year 1
is required if the tax information cer-
tified to on the RIT allowance claim is
different than that shown on the actual
Federal tax return filed with IRS for
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Year 1 or changed for any reason after
filing of the tax return, so as to affect
the CMTR’s used in the RIT allowance
calculation. (See §302-17.10 for claims
procedures.)

(c) Determination of covered taxable re-
imbursements. (1) Generally, the amount
of the covered taxable reimbursements
is the difference between (i) the
amount of covered moving expense re-
imbursements for the allowances listed
in §302-17.3 that was included in the
employee’s income in Year 1, and (ii)
the maximum amount of allowable
moving expenses that may be claimed
as a moving expense deduction by the
employee on his/her Federal tax return
under IRS tax regulations to offset the
income resulting from moving expense
reimbursements for Year 1. The cov-
ered taxable reimbursements will be
determined as if the employee had
itemized and deducted all allowable
moving expense deductions. (See as-
sumption made in paragraph (b)(1)(ii)
of this section.) If the employee is pre-
cluded from claiming moving expense
deductions because he/she does not
meet IRS requirements for the distance
test, then the amount of covered tax-
able reimbursements is the same as the
amount of covered moving expense re-
imbursements. (See §302-17.5(d).)

(2) For purposes of calculating the
RIT allowance, the following special
rules apply to the determination of
moving expense deductions to offset
moving expense reimbursements re-
ported as income:

(i) The total amount of reimburse-
ment (which was reported as income)
for the expenses of en route travel for
the employee and family (see §302-
17.3(a)) and transportation (including
up to 30 days temporary storage) of
household goods (see §302-17.3(b)) to
the new official station shall be used as
a moving expense deduction. (See also
§302-17.4(e) and (f).)

(ii) The total amount of reimburse-
ment for a househunting trip, tem-
porary quarters (up to 30 days at new
station) and real estate transaction ex-
penses (see §302-17.3(e), (f), (9), and (i)),
up to the maximum allowable deduc-
tion under IRS tax regulations, shall
be used as a moving expense deduction.
For example, an employee and spouse
filing a joint return and residing in the
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same household at the end of the tax
year may deduct up to $3,000 for these
expenses. (No more than $1,500 of the
$3,000 may be claimed for a
househunting trip and temporary quar-
ters expenses combined.) If the em-
ployee was reimbursed $1,350 for a
househunting trip and temporary quar-
ters expenses and $9,000 for real estate
expenses, the moving expense deduc-
tions would be $1,350 for the
househunting trip and temporary quar-
ters expenses and $1,650 for real estate
expenses. If the employee’s reimburse-
ment was $1,850 for the househunting
trip and temporary quarters expenses
and $9,000 for real estate expenses, the
moving expense deductions would be
$1,500 for the househunting trip and
temporary quarters expenses and $1,500
for real estate expenses. If the em-
ployee had no reimbursement for a
househunting trip and temporary quar-
ters, the full $3,000 would be applied to
the $9,000 reimbursement for real es-
tate expenses. (See IRS Publication
521, ““Moving Expenses,”” for these and
other maximums which vary by situa-
tion and filing status.)

(3) Procedures and examples are pro-
vided herein as if all moving expense
reimbursements are received in one
year with all moving expense deduc-
tions applied in that same year to ar-
rive at the covered taxable reimburse-
ments. However, when reimbursements
span more than one year, the amount
of covered taxable reimbursements
must be determined separately for each
reimbursement year (Year 1). The max-
imum moving expense deductions
apply to the entire move. Under IRS
tax regulations, the employee has some
discretion as to when he/she claims
these deductions (e.g., in the year of
the move when the expense was paid or
in the year of reimbursement, if these
actions do not occur in the same year).
However, for purposes of the RIT allow-
ance procedures, the moving expense
deductions will be applied in the year
that the corresponding reimbursement
is made. For example, if an employee
incurred and was reimbursed $1,000 for
a househunting trip and temporary
quarters in 1989 and an additional $1,000
for temporary quarters in 1990, this em-
ployee, according to his/her particular
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situation and tax filing status, may de-
duct $1,500 of these expenses in moving
expense deductions. In calculating the
RIT allowance for 1989, $1,000 of the
$1,500 deduction is used to offset the
$1,000 reimbursement in 1989 resulting
in zero covered taxable reimburse-
ments for the househunting trip and
temporary quarters for 1989. The re-
maining $500 (balance of the $1,500 not
used in determining covered taxable re-
imbursements for 1989) will be used to
offset the $1,000 temporary quarters re-
imbursement in 1990 (second Year 1),
leaving $500 of the temporary quarters
reimbursement as a covered taxable re-
imbursement for 1990.

(4) Although the WTA amount is in-
cluded in income (see §302-17.7), it shall
not be included in the amount of cov-
ered taxable reimbursements. Under
the procedures and formulas estab-
lished herein, the proper amount of the
RIT allowance is calculated using the
RIT gross-up formula with the WTA
and any prior RIT allowance payments
excluded from covered taxable reim-
bursements.

(5) Agencies are cautioned that there
may be moving expenses reimbursed to
the employee that are not covered by
the RIT allowance. (See exclusions in
§302-17.4; also see discussion in §302-
17.7 regarding covered taxable reim-
bursements versus nondeductible ex-
penses.)

(d) Determination of income level and
filing status. In order to determine the
CMTR’s needed to calculate the RIT al-
lowance, the employee must determine
the appropriate amount of earned in-
come (as prescribed herein) that was or
will be reported on his/her Federal tax
return for the tax year in which the
covered taxable reimbursements were
received (Year 1). Such amount will
also include the spouse’s earned income
if a joint filing status is claimed. For
purposes of this regulation, appropriate
earned income shall include only the
amount of gross compensation reported
on IRS Form(s) W-2, and, if applicable,
the net earnings (or loss) from self-em-
ployment income as shown on Schedule
SE of IRS Form 1040. (See §302-17.5(h).)
(Note that moving expense reimburse-
ments including the WTA amounts and
any RIT allowance paid for a prior
Year 1 are to be included in earned in-
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come and should be shown as income
on the Form W-2; if they are not, other
appropriate documentation shall be
furnished by the agency.) (See §302-
17.7(g).) The amount of earned income
as determined under this paragraph
and the tax filing status (for example,
from lines 1 through 5 on the 1987 IRS
Form 1040) shall be contained in a cer-
tified statement on, or attached to, the
voucher claiming the RIT allowance.
(See §302-17.10.) If a joint filing status
is claimed and the spouse’s earned in-
come is included, the spouse must sign
the certified statement. If the spouse
does not sign the statement, earned in-
come will include only the employee’s
earned income and the RIT allowance
will be calculated on that basis. This
condition will not apply if an employee
is allowed, under IRS rules, to file a
joint return as a surviving spouse.

(e) Determination of the CMTR’s. The
gross-up formula used to calculate the
RIT allowance in paragraph (f) of this
section, requires the use of two
CMTR’s—one for Year 1 in which reim-
bursements were received and the
other for Year 2 in which the RIT al-
lowance is paid. CMTR’s are single tax
rates calculated to represent the Fed-
eral, State, and/or local income tax
rates applicable to the earned income
determined for Year 1. (See paragraph
(d) of this section.) The CMTR’s will be
determined as follows:

(1) Federal marginal tax rates. The
Federal marginal tax rates for Year 1
and Year 2 are determined by using the
income level and filing status deter-
mined under paragraph (d) of this sec-
tion and contained in the -certified
statement by the employee (or em-
ployee and spouse) on the RIT allow-
ance claim, and applying the pre-
scribed Federal tax tables located at
www.gsa.gov/ftrbulletin. For example, if
the income level for the 1989 tax year
(Year 1) was $84,100 for a married em-
ployee filing a Federal joint return, the
Federal marginal tax rate would be 33
percent for Year 1 (1989) (see the appro-
priate RIT tax table(s) located at
www.gsa.gov/ftrbulletin) and 28 percent
for Year 2 (1990) (see the appropriate
RIT tax table(s) located at
www.gsa.gov/ftrbulletin). These rates
would be used regardless of how much
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of the $84,100 was attributable to reim-
bursement for the employee’s reloca-
tion expenses. (Note that these mar-
ginal rates are different from the with-
holding tax rate used for the WTA.) If
the employee incurs only Federal in-
come tax (i.e., there are no State or
local taxes), the Federal marginal tax
rates determined from the appropriate
RIT tax table(s) located at
www.gsa.gov/ftrbulletin are the CMTR’s
to be used in the RIT gross-up formula
provided in §302-17.8(f). In such cases,
the provisions of paragraphs (e)(2) and
(3) of this section, do not apply.

(2) State marginal tax rate. (i) If the
employee incurs an additional State
income tax (see definition in §302-
17.5(a)) liability as a result of moving
expense reimbursements, the appro-
priate State tax table located at
www.gsa.gov/ftrbulletin is to be used to
determine the applicable State mar-
ginal tax rate that will be substituted
into the formula for determining the
CMTR for both Year 1 and Year 2. The
appropriate State tax table will be the
one that corresponds to the tax year in
which the reimbursements are paid to
the employee (Year 1). The income
level determined in paragraph (d) of
this section for Federal taxes shall be
used to identify the appropriate income
bracket in the State tax table. The ap-
plicable State marginal tax rate is ob-
tained from the selected income brack-
et column for the State where the em-
ployee is required to pay State income
tax on moving expense reimburse-
ments. The tax rates shown in the
table apply to all employees regardless
of their filing status, except where a
separate rate is shown for a single fil-
ing status.

(ii) The lowest income bracket shown
in the State tax tables located at
www.gsa.gov/ftrbulletin is $20,000-$24,999.
In cases where the employee’s (employ-
ee’s and spouse’s, if filing jointly)
earned income as determined under
paragraph (d) of this section is less
than this income bracket, an appro-
priate State marginal tax rate shall be
established by the employing agency
from the applicable State tax code or
regulations issued pursuant thereto.
Such State marginal tax rate shall be
representative of the earned income
level in question but in no case more
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than the marginal tax rate established
located at www.gsa.gov/ftrbulletin for
the $20,000-$24,999 income bracket for
the particular State in which an addi-
tional tax obligation has been incurred.

(iii) The prescribed State marginal
tax rates generally are expressed as a
percent of taxable income. However, if
the applicable State marginal tax rate
is stated as a percentage of the Federal
income tax liability, the State tax rate
must be converted to a percent of tax-
able income to be used in the CMTR
formulas in paragraph (e)(5) of this sec-
tion. This is accomplished by multi-
plying the applicable Federal tax rate
for Year 1 by the applicable State tax
rate. For example, if the Federal tax
rate is 33 percent for Year 1 and the
State tax rate is 25 percent of the Fed-
eral income tax liability, the State tax
rate stated as a percent of taxable in-
come would be 8.25 percent. The State
tax rate thus determined for Year 1
will be used in determining the CMTR
for both Year 1 and Year 2.

(iv) An employee may incur a State
income tax liability on moving expense
reimbursements in more than one
State at the same or different marginal
tax rates (i.e., double taxation). For ex-
ample, an employee may incur taxes on
moving expense reimbursements in one
State because of residency in that
State, and in another State because
that particular State taxes income
earned within its jurisdiction irrespec-
tive of whether the employee is a resi-
dent. In such cases, a single State mar-
ginal tax rate must be determined for
use in the CMTR formulas in paragraph
(e)(5) of this section. The general rules
in paragraph (e)(2)(iv) (A) through (C)
of this section apply in determining
the applicable single State marginal
tax rate in such cases.

(A) If two or more States impose an
income tax on an employee’s moving
expense reimbursement, but no two
States tax the same portion of the re-
imbursement, then the reimbursement
is not subject to double taxation. In
this situation, the average of the appli-
cable State marginal tax rates, as de-
termined under paragraphs (e)(2) (i)
through (iii) of this section, shall be
treated as being imposed on the entire
reimbursement, and shall be used in
the CMTR formula.
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(B) If two or more States impose an
income tax on the moving expense re-
imbursement, and more than one State
taxes the same portion of the reim-
bursement, but those States allow an
adjustment or credit for income taxes
paid to the other State(s), then the re-
imbursement is not subject to double
taxation. In this situation, the highest
of the applicable State marginal tax
rates, as determined under paragraphs
(©)(2) (i) through (iii) of this section,
shall be used in the CMTR formula.

(C) If two or more States impose an
income tax on the moving expense re-
imbursement, and more than one State
taxes the same portion of the reim-
bursement without allowing an adjust-
ment or credit for income taxes paid to
the other, then the reimbursement is
subject to double taxation. In this situ-
ation, the sum of the applicable State
marginal tax rates, as determined
under paragraphs (e)(2) (i) through (iii)
of this section, shall be used in the
CMTR formula.

(3) Local marginal tax rate. Because of
the impracticality of establishing a
single marginal tax rate table for local
income taxes that could be applied uni-
formly on a nationwide basis, appro-
priate local marginal tax rates shall be
determined as provided in paragraphs
(e)(3)(i) through (iii) of this section.

(i) If the employee incurs an addi-
tional local income tax (see definition
§302-17.5(b)) liability as a result of
moving expense reimbursements, he/
she shall certify to such fact when
claiming the RIT allowance (see cer-
tification statement in §302-17.10) by
specifying the name of the locality im-
posing the income tax and the applica-
ble marginal tax rate determined from
the actual marginal tax rate table or
schedule prescribed by the taxing lo-
cality. The marginal tax rate shall be
the one applicable to the taxable in-
come portion of the amount of earned
income determined under paragraph (d)
of this section for the employee (and
spouse, if filing jointly). The same tax
rate shall be used in calculating the
CMTR for both Year 1 and Year 2. The
employing agency shall establish pro-
cedures to determine whether the em-
ployee-certified local marginal tax rate
is appropriate for the employee’s in-
come level and filing status and ap-
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prove its use in the CMTR formulas.
(See also §302-17.10(b)(2).)

(i) If the local marginal tax rate is
stated as a percentage of Federal or
State income tax liability, such rate
must be converted to a percent of tax-
able income for use in the CMTR for-
mulas. This is accomplished by multi-
plying the applicable Federal or State
tax rate for Year 1 as determined in
paragraph (e) (1) or (2) of this section
by the applicable local tax rate. For
example, if the State tax rate for Year
1 is 6 percent and the local tax rate is
50 percent of State income tax liabil-
ity, the local tax rate stated as a per-
centage of taxable income would be 3
percent. The local tax rate thus deter-
mined for Year 1 will be used in deter-
mining the CMTR for both Year 1 and
Year 2.

(iii) The situations described in para-
graph (e)(2)(iv) of this section with re-
spect to State income taxes may also
be encountered with local income
taxes. If such situations do occur, the
rules prescribed for determining the
single State marginal tax rate shall
also be applied to determine the single
local marginal tax rate for use in the
CMTR formulas.

(4) Marginal tax rates for the Common-
wealth of Puerto Rico, the Commonwealth
of the Northern Mariana Islands, and the
U.S. possessions—(i) The Commonwealth
of Puerto Rico. A Federal employee who
is relocated to or from a point, or be-
tween points, in the Commonwealth of
Puerto Rico may be subject to income
tax on the employee’s salary (including
moving expense reimbursements) by
both the U.S. Government and the gov-
ernment of Puerto Rico. However,
under the current law of Puerto Rico,
such employee receives a credit on his/
her Puerto Rico income tax for the
amount of taxes paid to the United
States. The rules in paragraphs
©)(4)(i)(A) through (C) apply in deter-
mining the marginal tax rate applica-
ble for transfers to, from, or between
points in Puerto Rico.

(A) The applicable Puerto Rico mar-
ginal tax rate shall be determined by
using the income level determined in
paragraph (d) of this section for Fed-
eral taxes and the employee’s filing
status. The Puerto Rico marginal tax

240



Relocation Allowances

rate for Year 1 will be used in com-
puting the CMTR for both Year 1 and
Year 2. The Puerto Rico tax tables are
located at www.gsa.gov/ftrbulletin.

(B) If the applicable Puerto Rico
marginal tax rate is higher than the
applicable Federal marginal tax rate,
then the total amount of taxes paid by
the employee to both jurisdictions is
equal to the employee’s total income
tax liability to the Commonwealth of
Puerto Rico before any credit is given
for taxes paid to the United States.
The Federal marginal tax rate, there-
fore, is of no consequence and will be
disregarded. In such cases, the formula
in paragraph (e)(5)(iii) of this section
will be used to compute the CMTR. The
CMTR formula shall include only the
Puerto Rico marginal tax rate, the
State marginal tax rate as determined
under paragraph (e)(2) of this section
(when applicable), and the local mar-
ginal tax rate as determined under
paragraph (e)(3) of this section. For
purposes of applying the Puerto Rico
CMTR formula in paragraph (e)(5)(iii)
of this section, the State marginal tax
rate will be applicable if both Puerto
Rico and one or more of the States im-
pose an income tax on the moving ex-
pense reimbursement, and more than
one of these entities taxes the same
portion of the reimbursement without
allowing an adjustment or credit for
income taxes paid to the other. In this
situation, the S component of the
CMTR formula will be the applicable
State marginal tax rate as determined
under paragraph (e)(2) of this section.

(C) If the applicable Puerto Rico
marginal tax rate is equal to or lower
than the applicable Federal marginal
tax rate, then the total amount of
taxes paid by the employee to both ju-
risdictions is equal to the employee’s
total Federal income tax liability. The
Puerto Rico marginal tax rate, there-
fore, is of no consequence in such cases
and will be disregarded. The CMTR will
be computed using the formula in para-
graphs (e)(5) (i) and (ii) of this section.
This formula will include the Federal
marginal tax rate as determined under
paragraph (e)(1) of this section, the
State marginal tax rate as determined
under paragraph (e)(2) of this section
(when applicable), and the local mar-
ginal tax rate as determined under
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paragraph (e)(3) of this section. The
State marginal tax rate will be appli-
cable if one or more States impose tax
on the moving expense reimbursement.
(ii) The Commonwealth of the Northern
Mariana Islands and the U.S. possessions.
A Federal employee who is relocated to
or from a point, or between points, in
the Commonwealth of the Northern
Mariana Islands or the U.S. possessions
(Guam, American Samoa, and the U.S.
Virgin Islands) is subject to both Fed-
eral income tax and income tax as-
sessed by the Commonwealth of the
Northern Mariana Islands or the U.S.
possession, as applicable. However, the
income tax system and rates for the
Commonwealth of the Northern Mar-
iana Islands and for the U.S. posses-
sions are identical to the U.S. Federal
income tax system and rates. This con-
stitutes a ‘“‘mirror tax’ system. A tax
credit or exclusion is provided by one
of the taxing jurisdictions (either the
U.S., the Commonwealth of the North-
ern Mariana Islands, or the U.S. posses-
sion, as appropriate) to prevent double
taxation. The marginal tax rate for the
Commonwealth of the Northern Mar-
iana Islands or the U.S. possession,
therefore, is of no consequence since it
is identical to the Federal marginal in-
come tax rate and is completely offset
by a corresponding credit or exclusion.
Thus, the Commonwealth’s or the pos-
session’s tax rate will not be factored
into the CMTR formula. The CMTR
will be computed as provided in para-
graphs (e)(5) (i) and (ii) based solely on
the Federal marginal tax rate; when
applicable, the State(s) marginal tax
rate; and the local marginal tax rate.
(5) Calculation of the CMTR’s. As stat-
ed above, the gross-up formula for cal-
culating the RIT allowance requires
the use of two CMTR’s. However, the
required CMTR’s cannot be calculated
by merely adding the Federal, State,
and local marginal tax rates together
because of the deductibility of State
and local income taxes from income for
Federal income tax purposes. The
State tax tables located at
www.gsa.gov/ftrbulletin are designed to
use the same income amount as that
determined for the Federal taxes,
which reflects, among other things,
State and local tax deductions. The
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formulas prescribed below for calcu-
lating the CMTR’s are designed to ad-
just the State and local tax rates to
compensate for their deductibility
from income for Federal tax purposes.
(i) Calculation of the CMTR for Year 1.
The following formula shall be used to
calculate the CMTR for Year 1.

CMTR Formula: X = F + (1-F)S +
(1-F)L

Where:

X = CMTR for Year 1

F = Federal tax rate for Year 1

S = State tax rate for Year 1
L = local tax rate for Year 1

(A) Federal, State, and local taxes in-
curred. If the employee incurs Federal,
State, and local income taxes on mov-
ing expense reimbursements, the
CMTR formula may be solved as fol-
lows:

Example:

If:

F = 33 percent of income

S = 6 percent of income

L = 3 percent of income

Then:

X = .33 + (1.00—.33).06 + (1.00—.33).03
X =.3903

(B) Federal and State income taxes
only. If the employee incurs tax liabil-
ity on moving expense reimbursements
for Federal and State income taxes but
none for local income tax, the value of
‘L’ is zero and the CMTR formula may
be solved as follows:

Example:
If:

F = 33 percent of income
S = 6 percent of income

L = Zero

Then:

X = .33 + (1.00—.33).06
X =.3702

(C) Federal and local income taxes only.
If the employee incurs a tax liability
on moving expense reimbursements for
Federal and local income taxes but
none for State income tax, the value of
“S’ is zero and the CMTR formula may
be solved as follows:

Example:
If:

F = 33 percent of income
S = Zero
L = 3 percent of income
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Then:
X = .33 + (1.00—.33).03
X =.3501

(ii) Calculation of the CMTR for Year 2.
The calculation of the CMTR for Year
2 is the same as described for Year 1,
except that the Federal tax rate for
Year 2 is used in place of the Federal
tax rate for Year 1. State and local tax
rates remain the same as for Year 1.
The following formula shall be used to
determine the CMTR for Year 2:

CMTR Formula: W = F + (1-F)S +
(1-F)L

Where:

W = CMTR for Year 2

F = Federal tax rate for Year 2

S = State tax rate for Year 1
L = local tax rate for Year 1

(iii) Calculation of CMTR’s for Puerto
Rico. The following formula shall be
used to calculate the CMTR for trans-
fers to, from, or between points in
Puerto Rico. (This formula is different
from the formulas provided in para-
graphs (e)(5) (i) and (ii) of this section
since the Federal marginal tax rate is
disregarded.)

CMTR Formula: X =P+ S+ L

Where:

X = CMTR for Year 1 and Year 2

P = Puerto Rico tax rate for Year 1

S = State tax rate for Year 1, when applica-
ble (See §302-17.8(e)(4)(i)(B).)

L = Local tax rate for Year 1

(f) Determination of the RIT allowance.
The RIT allowance to cover the tax li-
ability on additional income resulting
from the covered taxable reimburse-
ments received in Year 1 is calculated
in Year 2 as provided below:

(1) The RIT allowance is calculated
by substituting the amount of covered
taxable reimbursements for Year 1, the
CMTR’s for Year 1 and Year 2, and the
total amount of the WTA’s paid in
Year 1 into the gross-up formula as fol-
lows:

Formula:

17Xy
1-w
Where:

Z = RIT allowance payable in Year 2
X = CMTR for Year 1
W = CMTR for Year 2
R = covered taxable reimbursements
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Y = total WTA’s paid in Year 1
Example:

If:

X =.3903

_ 3903
100-.3448

Z = .5957($21,800) — .9306($5,450)
Z = $12,986.26 —$5,071.77
Z =$7,914.49”

(2) There may be instances when a
WTA was not paid in Year 1 at the time
moving expense reimbursements were
made. In cases where there is no WTA
to be deducted, the value of ““Y”’ is zero
and the formula stated in paragraph
(f)(1) of this section, for calculating the
amount of the RIT allowance (Z) due
the employee in Year 2 may be solved
as shown in the following example:
Example:

If:

X =.3903
W = .3448
R = $21,800
Y = Zero
Then:
.3903
=— ($21,800
100-.3448 ( L )
Z = .5957 ($21,800)
Z = $12,986.26

(3) Certain States do not allow the
deduction of all or part of the covered
moving expenses that are deductible
for Federal income tax purposes. The
State gross-up to cover the additional
State income tax liability resulting
from the covered moving expense reim-
bursements received in Year 1 that are
deductible for Federal income tax pur-
poses but not for State income tax pur-
poses is calculated in Year 2 as follows:

(i) The State gross-up is calculated
by substituting the amount of covered
moving expense reimbursements that
are deductible for Federal income tax
purposes but not for State income tax
purposes, the Federal tax rate for Year
1, the State tax rate for Year 1, and the
combined marginal tax rate for Year 2
into the State gross-up formula as fol-
lows:

Formula:

($21,800) -
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W = .3448
R = $21,800
Y = $5,450
Then:

100-.3903

————— ($5,450

100-.3448 ( )

a==F) (N)
1-W

Where:

A = State gross-up

F = Federal tax rate for Year 1

S = State tax rate for Year 1

W = CMTR for Year 2

N = covered moving expense reimbursements
that are deductible for Federal income tax
purposes but not for State income tax pur-
poses

Example:
If:
F=.33
S =.06
W = .3448
N = $9,250
Then:
A = 06 (100-333) (9,250)
100-.3448
A = .0614 ($9,250)

A = $567.95

(ii) Add the State gross-up to the RIT
allowance as calculated using the for-
mula in paragraph (f)(1) of this section.
The result is the RIT allowance ad-
justed for those States that do not
allow moving expense deductions. Ex-
ample:

RIT allowance payable in

Year $7,914.49
Plus adjustment factor +567.95
Total oo $8,482.44

(4) If the amount of the RIT allow-
ance is greater than zero, it is payable
to the employee on the travel voucher
as a relocation or moving expense al-
lowance. The RIT allowance amount is
included in the employee’s gross in-
come for Year 2 and, therefore, subject
to appropriate withholding taxes. (See
net payment to employee in paragraph
(g) of this section.) The RIT allowance
amount will be reported on IRS Form
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W-2 for Year 2 (including applicable in-
come tax withholding amounts) and on
IRS Form 4782 for the employee’s infor-
mation.

(5) If the calculation of the RIT al-
lowance results in a negative amount,
the employee is obligated to repay this
amount as a debt due the Government.
(See §§302-17.7(e)(2) and 302-17.9(b).)

(6) Any changes to the employee’s in-
come level or filing status for Year 1
that would affect the marginal tax
rates (Federal, State, or local) used in
calculating the RIT allowance must be
reported to the agency by the employee
as provided in §302-17.9(b)(2). (See also
§302-17.10 for certified statement re-
garding these changes.)

(g) Determination of the net payment
due employee in Year 2. Since the
amount of the RIT allowance is income
to the employee in Year 2, it is subject
to the same tax withholding require-
ments as all other moving expense re-
imbursements. Agencies should deter-
mine the appropriate amounts for
withholding taxes under their internal
tax withholding procedures. The
amount of withholding taxes is de-
ducted from the RIT allowance to ar-
rive at the net payment to the em-
ployee.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001; 67
FR 7219, Feb. 15, 2002; 67 FR 9045, Feb. 27,
2002, as amended by FTR Amdt. 2008-04, 73
FR 35953, June 25, 2008]

§302-17.9 Responsibilities.

(a) Agency. Finance offices will cal-
culate the amount of the gross-up for
the WTA in Year 1 in accordance with
procedures outlined herein and credit
this amount to the employee at the
time of reimbursement as provided in
§302-17.7(e). The WTA will be reflected
on the employee’s Form W-2 for Year 1.
The RIT allowance may be calculated
in Year 2 either by the employee or by
the agency finance office based on in-
formation provided by the employee on
the voucher, as directed by the agen-
cy’s implementing policies and proce-
dures. In addition, agencies shall pre-
scribe appropriate and necessary im-
plementing procedures as provided
elsewhere in this part.

(b) Employee. (1) The employee is re-
quired to submit a claim for the RIT
allowance and to file the tax informa-
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tion for Year 1 specified in §302-17.10
with his/her agency in Year 2, regard-
less of whether any additional reim-
bursement for the RIT allowance is
owed the employee. (See §302-17.7(e) for
employee agreement.)

(2) If any action occurs (i.e., amended
tax return, tax audit, etc.) that would
change the information provided in
Year 2 by the employee to his/her agen-
cy for use in calculating the RIT allow-
ance due the employee for Year 1 taxes,
this information must be provided by
the employee to his/her agency under
procedures prescribed by the agency.
(See §302-17.10.)

(3) If the calculation of the RIT al-
lowance results in a negative amount,
the employee is obligated to repay this
amount as a debt due the Government.
(See §§302-17.7(e)(2) and 302-17.8(f)(5).)

§302-17.10 Claims for payment and
supporting documentation and
verification.

(a) Claims forms. Claims for payment
of the RIT allowance shall be sub-
mitted by the employee in Year 2 on
SF 1012 (Travel Voucher) or other au-
thorized travel voucher form. When
claiming payment for the RIT allow-
ance, the employee shall furnish and
certify to certain tax information that
has been or will be shown on his/her ac-
tually prepared tax returns. The spouse
must also sign statement if joint filing
status is claimed and spouse’s income
is included on statement. This informa-
tion shall be contained in a certified
statement on, or attached to, the SF
1012 reading essentially as follows:

CERTIFIED STATEMENT

I certify that the following information,
which is to be used in calculating the RIT al-
lowance to which I am entitled, has been (or
will be) shown on the income tax returns
filed (or to be filed) by me (or by my spouse
and me) with the applicable Federal, State,
and local (specify which) tax authorities for
the19  tax year.

—Gross compensation as shown on at-
tached IRS Form(s) W-2 and, if applicable,
net earnings (or loss) from self-employment
income shown on attached Schedule SE
(Form 1040):

Form(s) Schedule
W-2 SE

EMPplOYee ......ccoeveviiiiiicccs
Spouse (if filing jointly?) .............

©

$
$
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Schedule

Form(s)
W-2 SE

Total (Both columns) .......cccoceevee | vveivieiinennne $

—Filing status: (Specify one of
the filing status items that was (or will be)
claimed on IRS Form 1040.)

—Marginal tax rates from the appropriate
RIT tax table(s) located at www.gsa.gov/
ftrbulletin and local tax tables derived
under procedures prescribed in 41 CFR part
302-17:

Federal for Year 1

Federal for Year 2

State (specify which):

Local (specify which):

The above information is true and accurate
to the best of my knowledge. | (we) agree to
notify the appropriate agency official of any
changes to the above (i.e., from amended tax
returns, tax audit, etc.) so that appropriate
adjustments to the RIT allowance can be
made. The required supporting documents
are attached. Additional documentation will
be furnished if requested.

I (we) further agree that if the 12-month
service agreement required by 41 CFR 302-
2.13 is violated, the total amount of the RIT
allowance will become a debt due the United
States Government and will be repaid ac-
cording to agency procedures.

Employee’s signature

Date
Spouse’s signature (if filing jointly)!

Date

11f a joint filing status is claimed and
spouse’s income is included, the spouse must
sign the statement. If the spouse does not
sign the document, earned income will in-
clude only the employee’s earned income as
provided in 41 CFR 302-17.8(d). This condition
will not apply if an employee is allowed,
under IRS rules, to file a joint return as a
surviving spouse.

(b) Supporting documentation/
verification. The claim for the RIT al-
lowance shall be supported by docu-
mentation attached to the voucher and
by verification of State and local tax
obligations as provided below:

(1) Copies of the appropriate IRS
Forms W-2 and, if applicable, the com-
pleted IRS Schedule SE (Form 1040)
shall be attached to the voucher to
substantiate the income amounts
shown in the certified statement. Em-
ployee (and spouse, if filing jointly)
must agree to provide additional docu-
mentation to verify income amounts,

§302-17.12

filing status, and State and local in-
come tax obligations if requested by
the agency.

(2) In order to determine or verify
whether a particular State or local tax
authority imposes a tax on moving ex-
pense reimbursements, it is incumbent
upon the appropriate agency officials
to become familiar with the State and
local tax laws that affect their trans-
ferring employees. In cases where the
taxability of moving expense reim-
bursements is not clear, an agency may
pay a RIT allowance which reflects
only those State and local tax obliga-
tions that are clearly imposed under
State and local tax law. Once the ques-
tionable State or local tax obligations
are resolved, agencies may recompute
the RIT allowance and make appro-
priate payment adjustments.

(c) Fraudulent claims. A claim against
the United States is forfeited if the
claimant defrauds or attempts to de-
fraud the Government in connection
therewith (28 U.S.C. 2514). In addition,
there are two criminal provisions
under which severe penalties may be
imposed on an employee who know-
ingly presents a false, fictitious, or
fraudulent claim against the United
States (18 U.S.C. 287 and 1001). The em-
ployee’s claim for payment of the RIT
allowance shall accurately reflect the
facts involved in every instance so that
any violation of these provisions will
be avoided.

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as
amendd by FTR Amdt. 2008-04, 73 FR 35953,
June 25, 2008]

§302-17.11 Violation of service agree-
ment.

In the event the employee violates
the terms of the service agreement re-
quired under §302-2.13, no part of the
RIT allowance or the WTA will be paid,
and any amounts paid prior to such
violation shall be a debt due the United
States until they are repaid by the em-
ployee.

§302-17.12 Advance of funds.

No advance of funds is authorized in
connection with the allowance pro-
vided in this part.
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§302-17.13 Source references.

The following references or publica-
tions have been used as source material
for this part.

(a) Internal Revenue Code (IRC), sec-
tion 164(a)(3) (26 U.S.C. 164(a)(3)) per-
taining to the deductibility of State
and local income taxes, and section 217
(26 U.S.C. 217), pertaining to moving
expenses.

(b) Internal Revenue Service Publica-
tion 521, ““Moving Expenses.”’

(c) Internal Revenue Service,
cular E, ““Employer’s Tax Guide.”

(d) Department of the Treasury Fi-
nancial Manual, TFM 3-5000.

Cir-

41 CFR Ch. 302 (7-1-11 Edition)

(e) 31 CFR 215.2 (5 U.S.C. 5516, 5517,
and 5520).

§302-17.14 Where can I find the tax ta-
bles used for calculating the reloca-
tion income tax (RIT) allowances?

The annual tax tables for Federal,
State, and Puerto Rico needed for cal-
culating RIT allowance are published
annually as an FTR Bulletin. These
Bulletins are located at www.gsa.gov/
ftrbulletin. A notice announcing each
new Bulletin will be published in the
FEDERAL REGISTER.

[FTR Amdt. 2008-04, 73 FR 35953, June 25,
2008]
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