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EMPLOYEE”S NAME ___________________________________  REPORTING DATE     _____________  ESTIMATE DATE   _____________

SPOUSE 'S NAME  ______________________________________

OLD STATION  _______________________________  To NEW  STATION:  __________________________________  MILEAGE PER DTOD _______

DEPENDENT NAME  ________________________   BIRTH DATE  _______ DEPENDENT NAME  ________________________   BIRTH DATE  ______

DEPENDENT NAME  ________________________   BIRTH DATE  _______ DEPENDENT NAME  ________________________   BIRTH DATE  ______

HOUSE HUNTING TRIP

PER DIEM -  Spouse Accompanied by Employee


$63.75 Per  Day X 10 Days 




___________

PER DIEM - Employee or Spouse Unaccompanied by Employee

$85.00  Per Day X 10 Days




___________

TRAVEL - By Privately Owned Vehicle  (Mileage From  Above)    _________)




Employee or Spouse Unaccompanied by Employee Mileage   _______  X   $.15 Per Mile
 X 2 (Round Trip)
___________




Employee  and Spouse Mileage   _______  X   $.17 Per Mile
X 2 (Round Trip)



___________

TRAVEL By Commercial Carrier (Call Carllson Travel for Estimate)




Cost of Employee Transportation (Round Trip)








___________




Cost of Spouse Transportation (Round Trip)








___________

Rental Car (Authorized for Househunting Trip Only)  Call Carlson Travel for cost






___________

OFFICIAL TRAVEL TO  NEW STATION

PER DIEM  - Mileage  _________ Divided by 350 = Travel Time in Days  (Round up to Next Whole Day)   Travel Days  _____

PER DIEM - Employee or Spouse Unaccompanied by Employee






Employee $85.00 Per Day X    _______  Days =








___________




Spouse if Unaccompanied $85.00 Per Day X    _______  Days =






___________

PER DIEM  Spouse Accompanied by Employee:  $63.75 Per Day X  _____  Days  =






___________

PER DIEM  Other Family Members 12 Years or Older  - No. of persons  _____  X  $63.75 Per Day  X  Days  _____   =


___________

PER DIEM  Other Family Members Under 12 Years Old  - No. of persons  _____  X  $42.50 Per Day  X  Days  _____   =


___________

TRAVEL by Privately Owned Vehicle (POV)  Mileage From Above   __________

TRAVEL  - Mileage Rates Per Vehicle




Employee (or 1 Family Member):  $0.15 Per Mile




Employee & 1 Family member (Or 2 Family Members)  $0.17 Per Mile




Employee & 2 Family member (Or 3 Family Members)  $0.19 Per Mile




Employee & 3 or More Family member (Or 4 or More  Family Members)  $0.20 Per Mile

TRAVEL  -  Vehicle # 1  Mileage   _______ X   _______   Cents per Mile  =







___________

TRAVEL  -  Vehicle # 2  Mileage (ONLY if justified & authorized)   _______ X   _______   Cents per Mile  =



___________

TRAVEL   by Commercial Carrier




Cost of Transportation per Adult  _____  X  ______  Adults   =






___________




Cost of Transportation per Child  _____  X  ______  Child   =






___________
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NAME ___________________________________    ESTIMATE DATE     ______________

TEMPORARY QUARTERS SUBSISTENCE EXPENSE (TQSE)

MTMC Policy is 30 Days

 Beyond 30 Days must be Fully Justified, Documented, Supported, and Approved
1st 30 DAYS


Employee or Spouse Unaccompanied by Employee



Employee $85.00 Per Day  X  _______  Days   =  








___________



Spouse if Unaccompanied $85.00 Per Day  X   ______  Days  =







___________


Accompanying Spouse:  $63.75  Per Day  X  _____  Days =








___________


Each Family Member 12 Years or Older  No. of Persons   _____  X  $63.75  Per Day  X  ______  Days =



___________


Each Family Member Under 12 Years Old  No. of Persons   _____  X  $42.50  Per Day  X  ______  Days =


___________

TOTAL 1st 30 DAYS














___________

                                                                                              TOTAL TQSE







___________

Note 

1.   Unless there is a good reason TQSE will be estimated for only 30 Days.    See para C13007, JTR Vol 2

2.  TQSE  is @ CONUS Per Diem Rate of $85.00  ($55.00 Lodging + 28.00 Meals + $2.00 Misc.)

MISCELLANEOUS EXPENSES
Employee with Dependents - Lessor of $700.00 or Two Weeks Basic Pay








___________

Employee Without Dependents - Lessor of $350.00 or Two Weeks Basic Pay








___________
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NAME ___________________________________    ESTIMATE DATE    ____________

REAL ESTATE EXPENSES
Sale of Residence - 10% X    ________  Value of House to be Sold



___________

Purchase of Residence - 5% X    _______  Value of House to be Purchased 


___________

*DNRP  (Relocation Services for Employees)  21% of Estimated House Value


___________

*Note:  DNRP only authorized if fully justified by management and approved by MTMC Chief of Staff per MTMC Memorandum dated 11 Aug 2000, subject:

  Recruitment and Relocation Bonuses, Retention Allowances, and PCS Relocation Services.  If DNRP is approved, Sale of Residence above is eliminated.

C14003 ALLOWABLE EXPENSES FOR SETTLEMENT OF AN UNEXPIRED LEASE

Expenses incurred for settling an unexpired lease (including month-to-month rental) on residence quarters occupied by the employee at the old duty station may include broker's fees for obtaining a sublease or charges for advertising an unexpired lease.  Such expenses are reimbursable when:

1. applicable laws or the terms of the lease provided for payment of settlement expenses,

2. such expenses can't be avoided by subleasing or other arrangement,

3. the employee hasn't contributed to the expense by failing to give appropriate lease termination notice promptly after the employee has definite knowledge of the proposed transfer, and

4. the broker's fees or advertising charges aren't in excess of those customarily charged for comparable services in that locality.

Itemization of these expenses is required, the total amount of which is entered in the travel voucher. The voucher may be submitted separately or with a claim that is to be made for expenses incident to the purchase of a dwelling. Each item must be supported by documentation showing that the expense was, in fact, incurred and paid by the employee.

HOUSEHOLD GOODS

Shipment of Household Goods  - Number of Rooms  _____  X  Rate Per Room  $_______ (See Table Below)   =



___________

Note:  If traveler Already has Written Estimate from Mover Use Written Estimate.

DISTANCE RATE TABLE

	Miles
	Rate Per Room
	Miles
	Rate Per Room
	Miles
	Rate Per Room
	Miles
	Rate Per Room 

	500 or Less
	$325.00
	501 - 1000
	$425.00
	1000 – 1500
	$525.00
	1501 - 2000
	$625.00

	2000 - 2500
	$715.00
	2501 - 3000
	$775.00
	3001 – 3500
	$825.00
	Over 3500
	$840.00
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NAME ___________________________________    ESTIMATE DATE      _______________

TEMPORARY STORAGE OF HOUSEHOLD GOODS

Number of Rooms  _______  X  $140.00  = 











__________

_______________________________________

Signature of Personnel

Assistant/Clerk

TOTALS
Per Diem  - House Hunting Trip     _________
+  Relocation  ____________   =
Total Per Diem    
_______________

Travel  -    - House Hunting Trip     _________
+  Relocation  ____________   =
Total Travel 

_______________

TQSE                                                                                                                     

Total TQSE 

_______________

Real Estate                                                                                                      

Total Real Estate
_______________

Misc.                                                                                                               

Total Misc.

_______________

Ship HHG                                                                                                       

Total Ship HHG 
_______________

Storage  HHG                                                                                          


Total Storage HHG 
_______________

                                                                                                                     
GRAND TOTAL


_______________

PART F: ALLOWANCES FOR USE OF POC FOR PERMANENT DUTY TRAVEL

C4250 <MILEAGE> ALLOWANCES

A. Travel By Privately Owned Automobile.

Except for renewal agreement travel, <mileage> allowances for permanent duty travel by privately owned automobile, when authorized/approved, is allowed as follows:

1. $0.15 per mile when employee only, or one member of immediate family only occupies the automobile;

2. $0.17 per mile when employee and one member of the immediate family, or two members of the immediate family occupy the automobile;

3. $0.19 per mile when employee and two members, or three members of the immediate family occupy the automobile;

4. $0.20 per mile when employee and three or more members, or four or more members of the immediate family occupy the automobile.

These <mileage> allowances are for the use of one privately owned automobile for each household. When an employee and dependents use more than one privately owned automobile, reimbursement is authorized as though the employee and dependents used one automobile unless authorization is granted under the provisions of par. C2157 for the use of more than one privately owned automobile. Reimbursement for all permanent duty travel by privately owned airplane or motorcycle and renewal agreement travel by privately owned automobile, including per diem, is determined under par. C2151-3 and shall not exceed the cost of travel by common carrier.

