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Relocation Allowances § 302–11.431 

§ 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 
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 1 year, for 
completion of the sale and purchase or 
lease termination transactions. 

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as 
amended by FTR Amdt. 2011–01, 76 FR 18343, 
Apr. 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 one year; and 

(b) Employee’s residence trans-
actions are reasonably related to his/ 
her transfer of official station. 

[FTR Amdt. 98, 66 FR 58196, Nov. 20, 2001, as 
amended by FTR Amdt. 2011–01, 76 FR 18343, 
Apr. 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: 

(a) 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. 
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