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INSTRUCTIONS

PENALTY STATEMENT

AUTHORITY:

  5 USC 5701, 37 USC 404-427, and EO 9397.

PRINCIPAL PURPOSE(S):

  Used for reviewing, approving, accounting and disbursing for official travel.  SSN is used to maintain a

numerical identification system for individual claims.

ROUTINE USE(S):

  To substantiate claims for reimbursement for official travel.

DISCLOSURE:

  Voluntary; however, failure to furnish information requested may result in total or partial denial of amount claimed.

There are severe criminal and civil penalties for knowingly submitting a false, fictitious, or fraudulent claim (U.S. Code, Title 18,

Sections 287 and 1001 and Title 31, Section 3729).

DD FORM 1351-2 (BACK), MAR 2000

ITEM 1 - PAYMENT 

     Member must be on electronic funds (EFT) to participate in

split disbursement.  Split disbursement is a payment method by

which you may elect to pay your official travel card bill and

forward the remaining settlement dollars to your predesignated

account.  For example:  $250.00 in the "Amount to Government

Travel Charge Card" block means that $250.00 of your travel

settlement will be electronically sent to the charge card company. 

Any dollars remaining on this settlement will automatically be sent

to your predesignated account.  Should you elect to send more

dollars than you are entitled, "all" of the settlement will be

forwarded to the charge card company.  Notification:  you will

receive your regular monthly billing statement from the

Government Travel Charge Card contractor; it will state:  paid by

Government, $250.00, 0 due.  If you forwarded less dollars than

you owe, the statement will read as: paid by Government,

$250.00, $15.00 now due.  Payment by check is made to

travelers only when EFT payment is not directed.

REQUIRED ATTACHMENTS

1.  Original and/or copies of all travel orders and amendments, as

applicable.

2.  Two copies of dependent travel authorization if issued.

3.  Copies of secretarial approval of travel if claim concerns

parents who either did not reside in your household before their

travel and/or will not reside in your household after travel.

4.  Copy of GTR, MTA or ticket used.

5.  Hotel/motel receipts and any item of expense claimed in an

amount of $75.00 or more.

6.  Other attachments will be as directed.

ITEM 15 - ITINERARY - SYMBOLS

15c. MEANS/MODE OF TRAVEL

 

(Use two letters)

GTR/TKT

Government Transportation

Commercial Transportation

   

(Own expense)

Privately Owned

   Conveyance 

(POC)

- T

- G

- C

- P

Automobile

Motorcycle

Bus

Plane

Rail

Vessel

- A

- M

- B

- P

- R

- V

15d. REASON FOR STOP

Authorized Delay

Authorized Return

Awaiting Transportation

Hospital Admittance

Hospital Discharge

- AD

- AR

- AT

- HA

- HD

ITEM 15e.  LODGING COST

      

  Enter the total cost for lodging.

ITEM 19 - DEDUCTIBLE MEALS

        Meals consumed by a member/employee when furnished with

or without charge incident to an official assignment by sources 

other than a government mess

 (see JFTR, par. U4125-A3g and 

JTR, par. C4554-B for definition of deductible meals)

.  Meals

furnished on commercial aircraft or by private individuals are not

considered deductible meals.

29. REMARKS

Leave En Route

Mission Complete

Temporary Duty

Voluntary Return

- LV

- MC

- TD

- VR

 EMPLOYEES:  INDICATE DATES ON WHICH LEAVE TAKEN FOR MORE THAN ONE-HALF OF PRESCRIBED DAILY WORKING HOURS

 UNIFORMED MEMBERS:  INDICATE DATES ON WHICH LEAVE WAS TAKEN


Civilian

Permanent Change of Station

(PCS) 

Travel Guide
August 2002

(Revised)

                                               PREFACE


Travel Operations’ goal is to make all Civilian PCS Travel Payments within 7 workdays from our date of receipt(provided that all required documents are submitted).  We will reduce our baseline cost while maintaining effective and efficient customer service.  This Civilian Permanent Change of Station (PCS) Travel Guide is an important step towards meeting our goal.  This PCS guide provides basic information on Civilian PCS moves as an easy reference for our Civilian PCS customers.  This Travel Operations' publication reflects our local procedures as well as regulatory information.  This guide does not represent a DFAS-wide “position” on processing Civilian PCS claims.


This guide will not replace guidance found in the Civilian Joint Travel Regulations (JTR).  This PCS information addresses our most common problems and frequently asked questions.   To help us better serve you, our customers, please provide comments, or recommendations for changes to the following address:

DEFENSE FINANCE AND ACCOUNTING SERVICE INDIANAPOLIS CENTER

TRAVEL OPERATIONS/PCS BRANCH

ATTN:  ACTIVE TRAVEL DIVISION, DEPT 3700

8899 E. 56TH STREET

INDIANAPOLIS, IN  46249-3700


I solicit your support on behalf of DFAS-IN Travel Operations, so that we can maximize our customer service and economic benefits.  With your support, Travel Operations looks forward to improving our customer service while streamlining our Civilian PCS travel claims processing and reducing reimbursement turn around time.

                                                                               Civilian PCS Processing Branch

         Toll-free number: 1-888-332-7366    

          Fax: 317-510-3913

          E-mail address: DFAS-INTRAVELPAYSERVICESPCS@DFAS.MIL
OUR GOAL is to make your Civilian PCS move as problem-free as possible.   Please help us to help you, and good luck in your move. 

CIVILIAN PERMANENT CHANGE OF STATION
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CIVILIAN PERMANENT CHANGE OF STATION (PCS)

POINTS OF CONTACT

DFAS-IN, Travel Operations: CUSTOMER SERVICE

If you have questions or wish to inquire on your payment:
Telephone Numbers:


Customer Service Toll Free Number

  1-888-DFAS-DNO (1-888-332-7366)

Civilian PCS FAX Machine





Commercial                          317-510-3913


DSN                                              699-3913

 Please put  "Attention - PCS Branch" on your fax header sheet

Email address: DFAS-INTRAVELPAYSERVICESPCS@DFAS.MIL
If you have scan capability, you can e-mail your claim to this address.

 YOUR MAILING ADDRESS
Please notify our Customer Service Representatives(in addition to notifying your Payroll Office), each time you change your mailing address/phone number/e-mail address during your Civilian PCS move and after you arrive at your new duty station.  You can also e-mail any updated information to the address above(change of address, EFT change, or any other pertinent information).  This information will enable us to get important documents(such as W-2 forms) to you timely, and to keep your records accurate.

INTERNET TRAVEL AIDS

	http://www.MAPQUEST.com
	This page gives the mileage from point A to point B. Click on the interactive atlas entry point to receive the estimated mileage travel will pay.

	
	

	
	

	
	

	http://referencetool.dfas.mil
	Reference tool to locate where accounting and disbursing for consolidated installations are being done.  Find the paying station, vendor pay office, or travel computation office by entering the FSN, Authorized Accounting Activity, or name of the activity/installation into the query.

	
	

	http://www.olsen.ch/ or http://www.oanda.com/site/cc_index.html      
	This is a currency converter page. Click on the currency converter entry point or the 164 Currencies Converter option on the second site, and this will give the exchange rates by date. Travel will use this page to verify any rate you use.

	
	

	www.dfas.mil
	Defense Finance and Accounting Service (DFAS) homepage

	
	

	http://dfas4dod.dfas.mil/centers/dfasin/dno
	Directorate for Network Operations (DNO) homepage

	
	

	www.asafm.army.mil/dfas
	DFAS systems and policy links

	
	

	www.army.mil/
	Army homepage

	
	

	www-perscom.army.mil/
	US Army Personnel Command homepage

	
	

	www.army.mil/usar/ocar.htm
	Office of the Chief of Army Reserve homepage

	
	

	www.army.mil/usar/psc/ocarhp.htm
	OCAR Pay Support Office homepage

	
	

	www-usappc.hoffman.army.mil/
	US Army Publishing Agency homepage

	
	

	www.dtic.mil/comptroller/fmr/
	Financial Management Regulations (FMR Series)

	www.dtic.mil/perdiem/rateinfo.html
	Travel Regulations(JTR/JFTR) & Per Diem Rates: Please remember that en route travel and "Actual" TQSE are based on the "Standard Conus Rate", and not on the TDY locality rates of the PDS.

P

	web1.whs.osd.mil/icdhome/icdhome.htm
	DOD Forms Program

	https://portal.ssg.gunter.af.mil/tpq2
	Verification of processed payments

	www.asafm.army.mil/
https://dfas4dod.dfas.mil/pso/pcsOToC.htm


	Army Financial Management homepage

OCONUS PCS Guide

	http://policyworks.gov/org/main/mt/homepage/mtt/ftr/ftrhp.shtml
	Federal Travel Regulation(FTR)


MAILING ADDRESS - CIVILIAN PCS TRAVEL

PLEASE MAKE SURE YOU HAVE A REVIEWER'S SIGNATURE ON ALL CLAIMS SUBMITTED TO OUR OFFICE.

Use First Class mail to submit your Civilian PCS travel claims.   Address your claim to:

Defense Finance and Accounting Service Indianapolis Center

Travel Operations/PCS Branch 


ATTN:  Active Travel Division, Dept 3700

8899 E. 56th Street

Indianapolis, IN  46249-3700

We pay all Civilian PCS travel claims by Direct Deposit/Electronic Funds Transfer (DD/EFT) into your financial institution account.   Make sure your account information is current.   Attach a completed Standard Form 1199A(Direct Deposit Sign-Up Form) or a voided check copy (with your current account information) to your Civilian PCS claim and mail these to us(please do not submit a deposit slip). 

Please remember that Travel can not make "split payments" to your credit card account on PCS claims.  (Government credit card usage for PCS Travel should only apply to en route travel and house-hunting expenses, per the DOD Financial Management Regulation, Volume 9).

If your Civilian PCS is canceled, you must return any advance you received for the Civilian PCS travel.  You may either return the U.S. Treasury Check (if applicable) or send your personal check or a money order to us.   Make the negotiable instrument payable to the U.S. TREASURY for the amount of the advance.   Attach the check or money order to a copy of your Civilian PCS Travel Orders(form DD1614) and mail the documents to us, at the above address.

If you have a Civilian PCS travel debt, after all vouchers are filed in a timely manner, you must make restitution.  Send your personal check or money order to us, and make the negotiable instrument payable to the U.S. TREASURY for the exact amount of your indebtedness.  Please be sure to attach a copy of your travel debt letter and your DD1614 travel order to your check or money order.  If you receive an advance, and do not file your vouchers timely, a collection action will be initiated to collect back any advances received.  When your complete claim(all required documents and signatures), is received by our office: your entitlement(s) claimed are processed, mandatory taxes are withheld, and any outstanding advance balance is cleared(if applicable/as much as can be settled), and any remainder is paid to you.  Any outstanding balance is carried forward to any other claims, until liquidated.  If all claims have been processed, any remaining outstanding balance will be turned over to the Debt Management Team for a collection action to be processed. 

ACRONYMS / DEFINITIONS

ATM                Automated Teller Machine

CONUS
 Continental United States-the 48 contiguous States & D.C.

CRS
Commuted Rate Schedule

CSRS
Civil Service Retirement System

DFAS-IN
Defense Finance and Accounting Service Indianapolis Center

DNO
Directorate for Network Operations

DSN
Defense Switching Network

DSSR             Department of State Standardized Regulations

DTOD            Defense Table of Official Distances          

EFT
Electronic Funds Transfer 

FAX
Facsimile Machine

FERS
Federal Employees Retirement System

FHA
Federal Housing Administration

FICA
Federal Insurance Contributions Act

FSN                 Fiscal Station number 

FTR                Federal Travel Regulation(applies to Civilian Employees)

FITW
Federal Income Tax Withholding 

GBL
Government Bill of Lading

GSA                General Services Administration

HHG
Household Goods

HHT
House Hunting Trip

HMIP             Home Marketing Incentive Payment

IRS
Internal Revenue Service

JFTR
Joint Federal Travel Regulations (applies to military travel)

JTR
Joint Travel Regulations (applies to Civilian Employees) 

M&IE
Meals and Incidental Expenses

NDS
New Duty Station

NON-FOREIGN CONUS AREA  Alaska & Hawaii, the Commonwealths of Puerto Rico & the Northern Mariana Islands, Guam, & U.S. territories & possessions

NTE                Not To Exceed

OCONUS       Outside CONUS

ODS
Old Duty Station

PCS
Permanent Change of Station

PDS
Permanent Duty Station

POC
Privately Owned Conveyance

POV
Privately Owned Vehicle

RITA
Relocation Income Tax Allowance

TCS                Temporary Change of Station

TDY
Temporary Duty

TQSE
Temporary Quarters Subsistence Expenses (AE)Actual Expense, 

                       (F)Fixed expense  

General Information

This Civilian PCS travel guide will serve as a helpful guide to your Civilian PCS entitlements.  The information and examples used are generalized.  We addressed the most frequently asked questions and concerns.  This is not an answer to all your questions, nor is this an authoritative source -- only the Joint Travel Regulations (JTR) contain binding provisions concerning relocation allowances.  If you need additional information please contact Travel Operations' Customer Service number,   1-888-DFAS-DNO (1-888-332-7366) or e-mail the PCS Branch at:

DFAS-INTRAVELPAYSERVICESPCS@DFAS.MIL
Eligibility Table: Please refer to the JTR, chapter 4, C4400 for guidance in determining eligibility for travel and transportation expenses reimbursement that an employee may be entitled to if the travel is in the Government's interest.  http://www.dtic.mil/perdiem/trvlregs.html
OCONUS Travel: For PCS Travel outside the United States, and to other than a non-foreign OCONUS area(the States of Alaska and Hawaii, the Commonwealth of Puerto Rico and the Northern Mariana Islands, Guam, and U.S. territories and possessions), please refer to the OCONUS PCS Guide at the address below for entitlement and filing information.

https://dfas4dod.dfas.mil/pso/pcsOToC.htm
Temporary Change of Station(TCS)

When scheduled for an extended Temporary Duty period lasting 6-30 months, you may be authorized a Temporary Change of Station(DD1614), with limited relocation allowances.  The TCS location becomes your temporary official station, so there is no entitlement for TDY reimbursement.  Please refer to the JTR, Chapter 4, C4111, for the entitlements and limitations of this expense.

REQUIRED DOCUMENTATION
Save documents (receipts, bills-of-sale, invoices, etc.) for every expense you incur in your move.  You will need this documentation for reimbursement and/or tax purposes.  Also, be sure to keep a copy of all submitted documentation and settled vouchers for your records.  Receipts are required for all lodging, and any single expense, which exceeds $74.99.

WITHHOLDING TAXES
We deduct and withhold the IRS mandatory 27% Federal Income Taxes Withholding (FITW) from all taxable entitlements you receive on settlement claims(deduction is based on your WTA election of Options A, B or "no WTA").  We do not withhold State or Local taxes.  If this non-State and Local deduction will cause you to be in a penalty-paying mode with your state or locality, you may want to increase your withholding through your payroll or some other means.  We issue to you a separate PCS W‑2 for any calendar year(s) you receive entitlements, as Travel is not connected to the Payroll Office.

PERMANENT CHANGE OF STATION ADVANCES

JTR Reference: Chapter 1, C1101  (See form on pg. 38)

Make civilian PCS advance requests to the Accounting Office that processes claims for your new duty station(customer base).  Travel Operations has developed a form “Request for Civilian PCS Advance (see form on page 57) that may be used to request advances.  Please remember that if you have an outstanding travel advance, you must file a claim to offset that advance, before another advance will be issued.   Any advance debt balance will be carried forward to each claim until settled, or if a debt remains after final voucher submission the debt will be turned over to the Debt Branch for their collection action.
PROCESSING CIVILIAN PCS ADVANCES AND SETTLEMENT VOUCHERS

The paying Travel Office for your new duty station customer base processes your advances and settlement vouchers.  You must file your settlement vouchers within 10 workdays of the completion of each travel portion.   Although you have two years to complete your move, you must submit your travel vouchers promptly to allow for the timely liquidation of your travel advances and fund reconciliation.  You may request an extension to the two-year limitation for real estate purposes, but your written request must be submitted to the gaining Personnel Office, prior to the two-year travel expiration period. We will issue advances for 80% of the maximum Civilian PCS entitlement, with the exception of household goods entitlements at 100%.

Advances may be issued for the following entitlements:

1. House hunting Trip(Lodging plus method) Employee and Spouse traveling together or a separate trip for 1 or both.

Fixed amount is requested as though it were an advance, but paid as a final settlement.

2. En route travel: Family members can travel together, separately or delayed, based on order authorization.  Entitlement is based on Standard Conus rate.

3. Household Goods(authorized Commuted Rate) Employee arranges shipment with a moving co. and provides the applicable documentation - estimation of cost based on weight, origin and destination points, distance, and any additional fees or storage costs from the mover.

4. Mobile Home Shipment: Movement by a commercial transporter; provide estimation of costs.

5. Temporary Quarters(AE): Employee and/or spouse and dependents, not to exceed 30 days per advance/based on Standard Conus rate.  Fixed TQSE is requested and paid as the final entitlement(max. allowed: 30 days)

Army Charge Card: The Army charge card option may be used for an advance on en route travel or House-hunting expense only(per the DOD Financial Management Regulation, Volume 9), and you are not authorized to receive a Travel advance disbursement if you are a cardholder or are eligible to receive a card(should be stated on your DD1614 travel order), for these expenses.   The travel card company limits daily maximum ATM withdrawals.
SETTLEMENT VOUCHERS
Submit your settlement voucher to the paying Travel Office within 10 workdays of the completed travel portion for which you received an advance.  Liquidate any advanced overpayment within 30 days of your travel portion completion.  If your advance exceeded your entitlement, and you do not make voluntary indebtedness settlement, collection action will occur via payroll deduction.  Included in the collection action are a $15 administrative fee and applicable interest.  Submit copies of all advances with the settlement voucher.
HOUSE-HUNTING TRIP (HHT)

JTR Reference: Chapter 4, C4107

HOUSE-HUNTING TRIP ENTITLEMENTS

Payment of your and your spouse’s travel and transportation expenses, together or individually, not to exceed the cost for one house-hunting round-trip between the old and new duty stations to seek residence quarters, may be authorized when circumstances warrant.  Only one round-trip is authorized.  You cannot break up your house-hunting trip into 10 one-day round-trips.   Rental car or in and around mileage must be specifically authorized on your DD1614 Travel order, and is allowable for the house-hunting trip only.

You must complete your house-hunting round-trip before reporting to your new Permanent Duty Station (PDS).  You will be in a duty status with no charge to leave during the authorized HHT absence.  Your spouse may take a HHT at any time before your family’s relocation(en route travel performed) to the new Permanent Duty Station (PDS), as long as the HHT is within two years from when you report for duty.

There are 2 types of HHT expense allowable:

1.  Actual expense method: Reduces number of Actual Expense days, but not Fixed TQSE days. 

NOTE: THE PERIOD OF TEMPORARY QUARTERS SUBSISTENCE EXPENSE(TQSE)ACTUAL ALLOWANCE IS REDUCED IF A ROUND-TRIP TO SEEK PERMANENT RESIDENCE QUARTERS IS MADE.  (THE AUTHORIZED HHT DAYS USED ARE SUBTRACTED FROM THE FIRST TQSE 30 DAYS.)

2.Fixed expense method: Reduces number of Actual Expense days, but not Fixed TQSE days.   

MAXIMUM ENTITLEMENT for Actual Expense method:
The TDY locality per diem rate for the new PDS apply to CIVILIAN PCS House-hunting trips.  See Appendix B or D for the applicable locality rate, and JTR 4107 for the governing regulation. We pay lodging on an actual expense basis for the single room rate not to exceed the applicable locality rate(lodging receipts are always required).  The meal allowance is paid without receipts or itemization.  Ten is the maximum number of allowed HHT days.   Separate round-trips by you and your spouse are allowed, however, the overall cost to the Government is limited to the cost of one round-trip for you and your spouse traveling together. While the HHT is only an employee and spouse entitlement, there is nothing to prevent your dependents from accompanying you at your own expense.

The daily maximums allowed:

1. Employee only: 100% of the locality rate       2. Spouse only: 100% of the locality rate
3.Employee & spouse travel together:                4. Employee and Spouse travel separately     

    Employee: 100% of locality rate                         Both are entitled to 100% of  the locality rate

    Spouse: 75% of Employee's rate                         (Limited to max cost had they traveled together)

Mileage allowance for POV travel is:

.15 per mile for you or spouse traveling separately.

.17 per mile if you and spouse travel together

NOTE:  WHEN YOU COMPLETE YOUR AUTHORIZED HHT AND REPORT TO YOUR NEW PDS INSTEAD OF RETURNING TO THE ODS YOU RECEIVE HHT PER DIEM FOR THE DAYS YOU HUNTED PERMANENT QUARTERS.  THE HHT DAYS USED MAY NOT EXCEED THE NUMBER OF DAYS AUTHORIZED FOR THE HOUSE-HUNTING TRIP.  THE TRAVEL PORTION FOR THE HHT TO THE NEW DUTY STATION IS PAID AS EN ROUTE TRAVEL NOT AS HHT TRAVEL. 

NOTE:  A HOUSE-HUNTING TRIP SHOULD NOT BE MADE UNTIL YOU HAVE OFFICIAL ORDERS IN HAND WITH A REPORT DATE, AND A TRANSPORTATION AGREEMENT HAS BEEN SIGNED.
PROCEDURES FOR FILING AN ACTUAL EXPENSE HHT:

File your settlement voucher with the paying Travel Office (customer base) within 10 days of completion of each travel portion.  To file for a HHT settlement voucher submit:

1.  DD Form 1351-2 (Travel Voucher) Sign and date, Reviewer signature required. 

2. Travel Orders/DD Form 1614 including amendments. 

3. Itemized lodging receipts, rental car, and any other single expense of $75.00 or more.

4. Itinerary of air schedule, if you fly. 

5. If you travel via privately owned vehicle (POV), show the miles driven in Block 15g, of DD 1351-2 (Travel Voucher).

6. Indicate if spouse traveled on the same trip on DD1351-2 (Travel Voucher). 

7. Copy of any advance received.

MAXIMUM ENTITLEMENT for Fixed Expense Method:

Calculations:

1. The employee and spouse both travel(either together or separately): the applicable locality rate for the new PDS, multiplied by 6.25(reduces Actual Expense TQSE by 6 days).

2. If only one travels(employee or spouse): the applicable locality rate for the new PDS, multiplied by 5 (reduces Actual Expense TQSE by 5 days).

The fixed amount determined in par. C4107-02a or C4107-02b applies for the entire trip without regard to the number of days(1 to 10 calendar days) authorized for the house-hunting trip.  Any balance from the determined fixed amount not used by the employee for expenses still belongs to the employee.

 PROCEDURES FOR FILING a Fixed Expense HHT:

1. DD1351-2 (Travel voucher): Sign and date, Reviewer's signature required.

2. Travel orders(DD1614), including any amendments.

3. Reimbursable expense receipts for any items $75.00 or more, such as rental car(no lodging receipts are required).

4. Itinerary of airline schedule and cost, if applicable.

5.   Indicate if spouse traveled on DD1351-2 

EN ROUTE TRAVEL

(JTR Reference: Chapter 4)

Part A, C4000 Permanent duty Travel(PDT) 

Part B, C4050 1st Duty travel

Part C, C4100 Permanent Change of Station(PCS)

Part D, C4150 Renewal Agreement Travel(RAT)

Part E, C4200 Separation from overseas duty

Part F, C4250 Allowances for use of POC for PDT

Part G, C4300 Per Diem for PDT by POC

Part H, C4350 Agreement Violations

Part I,  C4400 Eligibility of Entitlements 

TEMPORARY QUARTERS

 When Temporary Quarter occupancy begins on the same day en route travel to the new duty station ends, Temporary Quarters Subsistence Expense (TQSE) reimbursement is computed for expenses incurred after 6 PM of that day(this allows for reimbursement of lodging on the night of arrival). 

MILEAGE ALLOWANCES

For each Privately Owned Vehicle (POV) authorized, the following allowances apply per official mile traveled:

· $0.15 Employee only; or one dependent.

· $0.17 Employee and one dependent; or two dependents.

· $0.19 Employee and two dependents; or three dependents.

· $0.20 Employee and three or more dependents; or four or more dependents.

MOVING MULTIPLE POVS
The JTR permits the Government to authorize you to receive travel expenses for moving more than one POV to a new duty station if the circumstances are "advantageous to the Government." Travel orders must specifically authorize any additional POVs.

PER DIEM FOR MEALS AND INCIDENTAL EXPENSES
Per diem is paid based on full travel days(effective 3/1/02):

· Official travel distance between the old and new permanent duty stations or authorized points   are verified with the Defense Table of Distance(DTOD), and the employee and dependents are allowed 1 travel day for each 350 miles.  If the excess is 51 miles or more after dividing the total number of miles by 350, one additional day of travel time is allowed, not to exceed the traveler's actual travel time(if the traveler is authorized 5 days based on official distance, but travels and claims the distance for 3 days - the entitlement is 3 days).

 No per diem is authorized for travel of 12 hours or less.

T
he allowed daily maximum per diem amounts are shown below.  Dependents receive a percentage of your entitlement as shown:

	TRAVELERS
	LODGING*

***
	MEALS & INCIDENTALS

(24 hour day)**

	Employee & Spouse (traveling together):
     Employee ‑ full entitlement
     Spouse ‑ 3/4 of Employee entitlement
	$55.00

$41.25
	$30.00  (100%)

$22.50  ( 75%)

	Employee only (traveling separately)
	$55.00
	$30.00  (100%)

	Unaccompanied spouse (traveling separately)
	$55.00
	$30.00  (100%)

	Accompanied spouse and/or dependents 12 and over
	$41.25
	$22.50  ( 75%)

	Dependent(s) under 12
	$27.50
	$15.00  ( 50%)


*   Based on the single room rate.  ** Partial days are prorated.

*** Your actual incurred costs, not to exceed the above maximums, are reimbursed.  Lodging receipts are required.  File a separate voucher for any delayed dependent travel, after travel is performed.

NOTE:  WHEN LODGING IS OBTAINED FROM FRIENDS OR RELATIVES WITH OR WITHOUT CHARGE, FOR THE PURPOSE OF COMPUTING PER DIEM, LODGING WILL BE ZERO.

PROCEDURES FOR FILING FOR EN ROUTE TRAVEL
File your settlement voucher with the Accounting Office which processes claims for your new duty station(customer base) within 10 days of each completed travel portion.  To file for an En Route travel voucher, submit:

1.DD Form 1351-2 (Travel Voucher): Be sure to sign and date block 21.  Do not write below block 21.

Make sure you have a reviewer's signature. 

2.  Travel Orders/DD Form 1614 and any amendments.

3. All lodging receipts.

4. Indicate if your dependent(s) traveled concurrently or delayed their travel and the number of people per POV (when more than one POV is authorized and used).

5. Copy of any paid advance printout.

NOTE:  PROVIDE A DETAILED ITINERARY IN THE 1351-2’S BLOCK 15 SHOWING TRAVEL DATES, MILEAGE, MODE OF TRANSPORTATION, CITIES AND STATES WHERE LODGING WAS OBTAINED

MOVEMENT AND STORAGE OF HOUSEHOLD GOODS (HHG)                                                    JTR Reference: Chapter 8, C8015
The maximum net weight of HHG that can be transported at the Government’s expense is 18,000 lbs.  There are two HHG shipping methods and your travel orders must authorize either the more used Government Bill of Lading (GBL) method or less frequently used Commuted Rate System (CRS) method.  The Agency issuing the order is required to complete cost comparisons prior to determining the method to be authorized.

GOVERNMENT BILL OF LADING (GBL)

When GBL is authorized, you contact the appropriate Transportation Office (usually the closest military facility) to make arrangements for packing, moving, and unpacking.  The Government selects the moving company and pays transportation vouchers directly to the carrier.  You do not file a voucher with the Travel Processing Office.  However, you must provide a copy of the GBL to the receiving Accounting Office.

COMMUTED RATE SYSTEM (CRS)

To authorize CRS, the Agency must ensure that there is a cost comparison done between the actual expense (GBL) and commuted rate system method of shipping HHG.  If the estimated cost under one method exceeds the estimated cost under the other method by more than $100, the authorization and reimbursement is limited to the more economical method.

You must obtain CERTIFIED WEIGHT TICKETS from the mover both before and after you load the household goods.  The weight tickets prove the truck’s weight, which provides your household goods total weight.  The three weights are gross weight (total weight of goods loaded plus truck weight), tare weight (weight of truck without goods), and net weight (goods loaded on truck minus the weight of the truck).  We require an itemized paid receipt for proper reimbursement. 

We use the "Commuted Rate Schedule for Transportation and Storage of Household Goods" as published by the General Services Administration to determine reimbursement.  Agencies requiring this publication shall prepare a Standard Form 1, Printing and Binding Requisition, and send it to: Superintendent of Documents, Departmental Account Representative Division, U.S. Government Printing Office (GPO), Washington DC 20401.

MOVING YOUR OWN HOUSEHOLD GOODS 

If GBL is authorized but you move your HHG or hire a commercial mover instead of the authorized GBL, you will receive the actual incurred expense of allowable items up to the GBL estimated cost.  You must provide certified weight tickets for reimbursement.   C8210: When employees personally procure Household Goods Transportation, preference must be given to VISA(Voluntary Intermodal Sealift Agreement) carriers when available.


EXTRA INSURANCE
The Government will not reimburse you for Additional Valuation Charges (extra insurance).

POTENTIAL FRAUD

Be a watchdog for the U.S. Government: some commercial movers add metal bars, empty crates and other "dead" weight items to falsify the net, gross, and tare weights. If you think a commercial mover is using your move to cheat the Government, report the mover to your Old Duty Station’s legal office. 

ITEMS NOT TO SHIP

The following items may not be shipped:

· Automobiles, trucks, vans and similar motor vehicles; boats; airplanes; mobile homes; camper trailers; and farming vehicles; 

· Live animals, birds, fish and reptiles; 

· Cordwood and building materials;

· Property for resale, disposal, or commercial use rather than for use by you or your immediate family

· Privately owned live ammunition.

In addition, carrier tariffs may prohibit the shipment of:

· Hazardous articles including explosives, flammable and corrosive materials, poisons, etc.

· Articles which can not be taken from the premises without damage to the article or the premises

· Perishable articles including frozen foods, articles requiring refrigeration, and perishable plants 

HIGH VALUE ITEMS

Your HHG items that are irreplaceable or which have extremely high monetary or sentimental value do not receive special security.  You should transport these high value items personally.

MAXIMUM REIMBURSEMENT
Your total reimbursement will not exceed the cost of transporting your property in one lot (by the most economical route) from your last Permanent Duty Station (PDS) to your new PDS or your residence.

HHG OWNERSHIP
Only those household goods you and your dependents own when shipment or storage begins (whichever comes first) will be transported.

HHG STORAGE

You may need to store all or a portion of your HHG, before you move into a new duty station permanent residence.  Temporary HHG storage is authorized up to 90 days.  Upon written request, storage may be extended an additional 90 days under certain conditions.


Storage may take place prior to shipment from your old duty station, or after shipment to your new duty station.  Out-of-storage delivery is a reimbursable storage expense, referred to as "pick up and delivery."  The storage location, whether at the old or the new duty station is immaterial.

PROCEDURES FOR FILING FOR HHG SHIPMENT/STORAGE

Submit the following to your paying Travel Office:

· DD Form 1351-2 (Travel Voucher): Sign and date block 21.  Do not write below block 21.

Make sure you have a reviewer's signature.

· Travel Orders/DD Form 1614 including amendments.

· Proof of gross, tare and net weight (original or certified copy).

· Paid bill-of-lading if moved by a commercial mover, paid rental truck receipt if self moved.  Itemized receipts incurred by the move.

· Paid storage receipts showing dates, where stored, and rates billed.

· Copy of any paid advance print-out.

· TRANSPORTATION OF MOBILE HOMES
JTR Reference: Chapter 10, C10000

MOBILE HOMES
If you are entitled to a HHG movement, in lieu of HHG shipment, you may be authorized transportation of your mobile home.  You must use the mobile home as your and your dependent’s certified residence at destination.
NOTE:  MAKE SURE THE MOBILE HOME IS IN GOOD CONDITION BEFORE TRANSPORT, ESPECIALLY THE BODY, FRAME, SPRINGS AND WHEELS.  DO NOT OVERLOAD THE MOBILE HOME, AS THIS COULD RESULT IN DAMAGE/REPAIR CHARGES WHICH ARE NOT REIMBURSABLE.

Transportation is authorized via:

· Commercial Transporter

· Government Bill of Lading (GBL)

· Other than by Commercial or GBL, i.e., towed by a POV.

COMMERCIAL CARRIER REIMBURSABLE CHARGES

When you pay the carrier's bill, ensure the bill itemizes all charges.  Reimbursement is authorized for:

· Carrier's charges for actual transportation (NTE the Interstate Commerce Commission’s tariffs)

· Ferry fares; bridge, road and tunnel tolls; taxes; permits required by a state or municipal authority;

· Charges for a pilot car or escort services when state law requires; and

· Costs generally associated with preparing a mobile home for movement and resettling the mobile home at destination.
REIMBURSEMENT IS NOT AUTHORIZED FOR:

· Maintenance and repairs en route

· Insurance for a mobile home’s valuation above carrier's maximum

· Maintenance and repairs Storage and charges designated in tariffs as "special service".

GOVERNMENT BILL OF LADING (GBL)
Upon your written agreement to pay any excess costs involved, the Government will arrange for transportation of your mobile home.  We will pay all costs related to pickup, transportation and delivery of the mobile home to your destination and make it ready for occupancy.  Allowable costs will include charges for actual transportation; ferry fares; bridge, road, and tunnel tolls; taxes; and municipal and/or state permits.

MOVEMENT BY OTHER MEANS

When a POV tows a mobile home, an allowance of $.11 per mile pays for transportation costs. In addition, you are allowed reimbursement for  the costs of preparing the mobile home for movement and resettling it at your destination.

FILING PROCEDURES FOR MOBILE HOME SHIPMENT (OTHER THAN BY GBL)

Submit the following to the paying Travel office:

· DD Form 1351-2 (Travel Voucher): Sign and date. (Reviewer’s signature required).

· Travel Orders/DD Form 1614 including amendments.

· If moved by other than a commercial carrier, show the standard highway mileage on your DD1351-2.

· If transported by commercial carrier, the commercial carrier's receipted bill or a copy certified by you as a true copy.

· Certification that the mobile home was transported for use as a residence.

· Certification as to the date of the mobile home’s acquisition.

TEMPORARY QUARTERS SUBSISTENCE EXPENSE (TQSE) JTR Reference: Chapter 13, C13105 (See form on PPG. 45-46)
When you occupy temporary quarters because of your PDS transfer, subsistence allowances may be authorized for you and your dependents initially up through 60 consecutive days.  If authorized, and you perform a house hunting trip, the number of days for the HHT is deducted from the 1st 30 days of TQSE(Actual).

STARTING TQSE ENTITLEMENT

TQSE may begin when you have an authorized transfer and your signed transportation agreement.  However, we will reimburse only after official orders are issued. 

ALLOWED TQSE SUBSISTENCE EXPENSES

While you are looking for a permanent residence at your new duty station, subsistence expenses include:

·   Temporary lodgings

·   Meals and/or groceries (limited to those consumed while occupying temporary quarters) 

·   Tips and fees incident to meals and lodgings

·   Laundry, cleaning and pressing of clothing.

LOCAL TRANSPORTATION
Local transportation expense is not reimbursable during TQSE, even if you ship your car. The location of the temporary quarters must be within reasonable proximity to your old or new official duty station.

EXTENSIONS
Temporary quarters extensions of up to 60 days may be authorized in situations where there is a demonstrated need.  Your circumstances must have occurred during the initial temporary quarters 60‑day period and determined to be both beyond your control and acceptable to the DoD component concerned. You must provide the Order-Approving Official a written justification to support approval for an additional period of TQSE allowance.  Total time in temporary quarters will not exceed 120 days. 

TQSE COMPUTATION CHART

	FOR TEMPORARY QUARTERS LOCATED IN:
	THE APPLICABLE PER DEIM RATE IS:

	CONUS

TQSE is not based on TDY locality rates
	The Standard CONUS rate listed in the JTR’s Appendix D, Maximum Per Diem Rates In The Continental U.S.

	Alaska, Hawaii, U.S. territories and possessions, the Commonwealths of Puerto Rico and Northern Mariana Islands, or the Former Canal Zone Area
	The Locality rate where temporary quarters are occupied; listed in the JTR, Appendix B, Maximum Per Diem Rates Outside the Continental U.S.


TQSE MAXIMUM ALLOWED CALCULATION CHART: 

	CONUS PER DIEM RATE:
	FIRST 30 DAYS
	AFTER 30 DAYS

	$85

(Current rate as of 6/2002)
	Formula
	Reimbursement
	Formula
	Reimbursement

	Employee or Unaccompanied Spouse
	$85


	$85


	$85 X .75
	$63.75

	Accompanied Spouse
	$85 X .75
	$63.75
	$85 X .50
	$42.50

	Dependent 12 and older
	$85 X .75
	$63.75
	$85 X .50
	$42.50

	Dependent under 12
	$85 X .50
	$42.50
	$85 X .40
	$34.00


ACTUAL SUBSISTENCE EXPENSES

You must itemize daily and submit your actual subsistence expenses with your reimbursement voucher. We will reimburse you and your dependents for the allowable "actual" expenses incurred that DO NOT EXCEED the maximum rates.  The expenses must be reasonable and substantiated.

Examples: 

a.  Actual Costs.  If your cost for breakfast on one day is $3.76, show this amount in that day’s meal block on the form.  Do not show a rounded figure such as $4.00.  Claims submitted with the same dollar amounts shown for each day will not be paid, but will be returned to you for proper completion.  

b.  Average Home Meal Cost.  When you prepare meals from purchased groceries, divide the food cost by the number of prepared meals, to calculate the average home meal cost (show your computation on the bottom of the form). The average home meal cost should appear with an "H" (for home prepared)in each TQSE worksheet meal block when you ate a home cooked meal. (Do not include non‑food items when averaging grocery expenses.)

NOTE:  RECEIPTS ARE REQUIRED FOR ANY SINGLE MEAL OF $75.00 OR MORE.     LODGING RECEIPTS ARE ALWAYS REQUIRED AND MUST BE PROVIDED.
TQSE must begin not later than 30 days from the date: 
·   you report for duty at the new duty station, or 

·   your dependents vacate the old duty station’s permanent residence. 


TQSE may not begin two years beyond the report for duty date. 

CONCURRENT REIMBURSEMENT ENTITLEMENT

The period of time allowed for TQSE begins for you and your dependents when any one person enters quarters for which you make a claim.  The time period will run concurrently for you and your dependents. However, anyone who is not using temporary quarters during that period is not included in the reimbursement. 

DIFFERENT TEMPORARY QUARTER LOCATIONS

You may occupy temporary quarters at one location while your dependents occupy quarters at another location.  However, the TQSE location must reasonably relate to the old or new duty station, unless your Command specifically authorizes an alternate location. 

TERMINATION OF REIMBURSEMENT ELIGIBILITY

The eligibility period will end when: 

·  you or any of your dependents occupy permanent residence quarters, or 

·  your authorized period of time expires, whichever occurs first. 

ALLOWED TQSE INTERRUPTIONS
You may interrupt the period of consecutive TQSE days for the following reasons:

· Travel between old and new duty stations

· Temporary Duty (TDY) or Military Duty

· Hospitalization, or approved sick leave 

· Other reasons beyond your control and approved by the DOD component concerned.

TQSE LODGING ENTITLEMENT EXCEPTIONS

When you or your dependents receive lodging from friends or relatives (including members of the immediate family), with or without charge, the cost of lodging to compute per diem will be zero. 

Your entering into a lease agreement for a year or more will not qualify as "temporary" quarters and you will receive no lodging costs.

PROCEDURES FOR FILING FOR TQSE

Submit the following to your paying Travel Office:

· DD Form 1351-2 (Travel Voucher): Sign and date block 21.  Reviewer’s signature required.

· Travel Orders/DD Form 1614, including amendments.

· Pages 1-2 of TQSE worksheet(Pages 47-48): completed, totaled, signed and dated.

· Paid lodging receipts and lease, if applicable.

· Dry cleaning receipts, if used (for amounts of $75 or more).

· Receipts for any meal expenses of $75 or more for any single meal.

· Copy of any paid advance printout.

MISCELLANEOUS EXPENSE ALLOWANCE

JTR Reference: Chapter 9, C9000 (See form on page 47)

You are entitled to a miscellaneous expense allowance when a Civilian PCS is authorized or approved and you have both discontinued and established a residence due to the Civilian PCS.

You certify on your voucher(or the Miscellaneous Expense form provided on page 52) that you have discontinued your old PDS residence and have established a new PDS residence.  When you report to the new PDS without your dependent(s), your original reimbursement does not exceed that for an employee without dependents.   An adjustment to your miscellaneous expense allowance will occur once your dependents discontinue their old residence and relocate with you.

REIMBURSABLE ITEMS (include but are not limited to):

1. Disconnecting/connecting appliances, equipment, and utilities involved in relocation; and cost of converting appliances for operation on available utilities.

            2.   Cutting/fitting rugs, drapes, and curtains from one residence to another.

3. Utility fees/deposits that are not offset by eventual refunds.

4. Forfeiture losses on medical dental, and food locker contracts that are not transferable; and                      contracts for private institutional care, such as that provided for handicapped or debilitated 

      dependents only, which are not transferable or refundable.

5. Automobile registration, driver's license and use taxes imposed when bringing automobiles into some jurisdictions; cost of reinstalling a catalytic converter upon reentry to the U.S.

            6.   Rental agent fees customarily charged for securing housing in foreign countries.
7. Charges for pet quarantine excluding medicine/medical care, grooming, and similar fees for services that are a part of routine pet care.

ITEMS THAT ARE NOT REIMBURSABLE:

1. Costs/expenses that exceed authorized maximums.

2. Costs/expenses incurred but which are disallowed elsewhere in the JTR.

3. Costs reimbursed under other provisions of law or regulations.

4. Costs/expenses incurred for personal taste or preference/not required because of the move.

5. Losses covered by insurance

6. Fines or other penalties imposed upon you or your dependents.

            7.    Judgments, court costs, and similar expenses growing out of civil actions.

8. Any other expenses brought about by circumstances, factors, or actions in which the move to a new duty station was not the cause.

MAXIMUM AMOUNTS ALLOWABLE:

Maximum allowable without receipts:

$500 or the equivalent of one week's basic compensation, whichever is the lesser amount, for an employee without dependents; and

$1000 or the equivalent of two week's basic compensation, whichever is the lesser amount, for an employee with dependents.

Rate Increase effective date: 19 February 2002

PCS moves with effective date of orders prior to 19 February 2002, will be paid using the old MEA rates: $350 Without Dependents & $700 With Dependents.

Maximum allowable with receipts*:

Employee's basic salary rate of one week (without dependents)

Employee's basic salary rate for two weeks (with dependents)

The basic salary rate refers to the rate in effect at the time you report for duty at your new duty station. In no instance will the allowable amount exceed the maximum rate(step 10) of a GS‑13 grade. 

*If you make a claim with receipts you need paid bills or other acceptable evidence to justify the amount claimed. The Approving Official signs in block 22 of 1351-2.

PROCEDURES FOR FILING FOR MISCELLANEOUS EXPENSE
You must submit after relocation of you and/or your dependents to the new duty station:

1. DD Form 1351-2 (Travel Voucher): Sign and date block 21.  Make sure you have a reviewer's signature.

2. Travel Orders/DD Form 1614 including amendments.

3. The following statement on voucher or form on page 52: "I certify that I have discontinued my residence at the old PDS and have established a residence at the new PDS", along with the claimed dollar amount.   Indicate on your voucher all dependents who relocated with you.

4. Receipts (if itemizing).

5. Travel Approving Official’s signature in the DD Form’s 1351-2 block 22(if itemizing).

REAL ESTATE/UNEXPIRED LEASE ALLOWANCES

JTR Reference: Chapter 14, C14004 (See form on ppg. 43-44)

An eligible employee is authorized reimbursement for certain expenses incurred in connection with:

· The sale of a residence at the old PDS

· The purchase(including construction) of a residence at the new PDS 

· The settlement of an unexpired lease involving the residence or a lot on which a mobile home used as a residence was located at the old PDS

Real Estate/Unexpired Lease requirements:

· The employee has signed a transportation agreement.

· A Civilian PCS must be authorized or approved between two duty stations within the United States (with exceptions).

· The residence at the old PDS must be your actual residence at the time the appropriate authority definitely informed you that you were to be transferred to a new duty station.

· The settlement dates for the sale, purchase or lease termination transaction are within the two-year time limitation(can be extended, but request must be submitted prior to 2 year date).

· The residence is where you regularly commute to-and-from work.

REIMBURSEMENT SETTLEMENT TIME LIMITATIONS

Not later than two years after you report for duty at your new station, you must request reimbursement for your sale, purchase, and/or lease termination transactions.  If you request a written extension, the two-year time limitation may be extended, by the gaining activity’s Commanding Officer or designee for up to one additional year. You should submit your written request as soon as you know you need an extension and before the two-year expiration limitation.

EVIDENT ADMINISTRATIVE TRANSFER INTENT
You may be reimbursed for real estate expenses incurred before, and in anticipation of a transfer, if there exists an evident administrative intent to transfer you when the expenses are incurred.  Due to legal requirements, we require a written intent to transfer to accompany the real estate claim for reimbursement.  Intent to transfer examples are enrolling in the Priority Placement Program or formally accepting a transfer offer. You must have official travel orders prior to submitting a claim.

TITLE/LEASE NAMES
Your ODS or NDS title or lease claim for an unexpired lease, must be in your name, in the joint names of you and one or more dependents, or in the name of one or more dependents. If the title/lease is in your name with a non-dependent, you will receive only partial reimbursement.  Title interest must be prior to the date you were first officially notified of the transfer.  Where a divorce occurs prior to the real estate transaction settlement date and the ex‑spouse is on the title, generally you receive a partial reimbursement.  You will receive reimbursement for expenses actually incurred and paid by you or your dependent.

REIMBURSEMENT LIMITS

If your transfer effective date is on or after October 1, 1994, the following rates (may change each October) apply in connection with the:

· Sale of the old PDS residence; Reimbursement will not exceed 10 percent of the actual sale price.

· Purchase of a new PDS residence; Reimbursement will not exceed 5 percent of the purchase price.

SALE OF RESIDENCE ALLOWABLE EXPENSES
The following seller’s expenses are typically reimbursable.  The expenses must be reasonable and customarily seller paid where the property is located:

Broker's fees or Realtor commission ​

Other advertising and selling expenses (i.e. newspaper, bulletin board, multiple-listing services, etc.) 

Costs of searching title, preparing abstract and legal fees for a title opinion/title insurance policy; 

Costs of preparing conveyances, other instruments/contracts

Related notary fees and recording fees

Costs of making surveys, preparing drawings or plats when required for financing purposes 

Lender required inspections

Transfer taxes 

Reasonable attorney fees

PURCHASE OF RESIDENCE ALLOWABLE EXPENSES
The following buyer’s expenses are typically reimbursable.   The expenses must be reasonable and customarily paid by the buyer in the locale where the property is situated:

· FHA or VA loan application fee

· Loan origination fees (generally up to one percent of loan amount)

· Credit report

· Mortgage and transfer taxes

· State revenue stamps

· Mortgage title insurance policy paid for by you on a residence purchased by you for the protection of, and required by the lender 

· Owner's title insurance policy

· Residence construction expenses that are comparable to purchasing an existing residence 

· Lender's appraisal fee

· Survey

· Closing costs

· Recording fees

· Document preparation fees

· Reasonable attorney fees.

PURCHASE OF RESIDENCE NON-REIMBURSABLE EXPENSES 
Except as otherwise provided, the following real estate expenses are not reimbursable: 

· Owner's title insurance policy; "record title" insurance policy; mortgage insurance or insurance against loss or damage of property; and optional insurance

· Interest on loans, points, and mortgage discounts

· Property taxes

· Operating or maintenance costs

· Finance charge fees, costs, charges, or expenses

· Veterans Administration (VA) funding fee

· Expenses that result from residential construction

· Losses due to prices/market conditions at old/new duty station

POINTS CHARGES
When buying a home, ask your financial institution to itemize your "points" charges.  Sometimes the points' charges include an appraisal fee; document preparation legal fees; and survey costs, which may be reimbursable if listed appropriately.  Points relating only to mortgage interest are not reimbursable.

HOME INSPECTION SERVICE

When buying a home, you may find hiring a Home Inspection Service to be worthwhile. This is NOT a reimbursable expense, but can save you money. There are two home inspection service types.  One type provides only a report of your house’s damaged, worn and needed repair structural areas. The other inspection type provides a one-year guarantee on various household appliances, such as the furnace, electrical system, or plumbing.

REAL ESTATE DOCUMENTATION SUBMISSION

        We will not make real-estate expense reimbursements until the expenses  have been reviewed and approved prior to forwarding to us. You should submit separate packages for the sale of a residence and the purchase of another residence.

· Sale of residence ‑ Submit documents to the official designated to approve the reasonableness of charges at the OLD DUTY STATION (generally a Lawyer or a Personnel Officer).  The Approving Official will sign the DD Form 1705 in section IV, block A.  In base closure cases, normally the nearest military installation reviews claims for reasonableness.

· Purchase of residence ‑ Submit documents to the Personnel Office at your NEW DUTY STATION to the Official designated to approve the charges’ reasonableness. The Approving Official will sign the DD Form 1705 in section IV, block B.

NOTE:  BOTH THE SALE AND PURCHASE OF RESIDENCES MUST BE APPROVED BY THE NEW DUTY STATION OFFICIAL DESIGNATED TO APPROVE PAYMENT.  THE APPROVING OFFICIAL WILL SIGN THE DD FORM 1705 IN SECTION IV, BLOCK 20.

FINALIZING REAL ESTATE TRANSACTIONS
There is no travel entitlement for reimbursement of travel expenses to the old duty station to finalize real estate transactions. The travel regulations also do not authorize administrative time for finalizing real estate transactions. 

DD FORM 1705 COMPLETION

           DD Form 1705 completion is your responsibility as claimant. The following guidelines may prove helpful when transferring expenses from the settlement statement to the DD Form 1705:



DD FORM 1705


SETTLEMENT STATEMENT

Item 1 ‑
Brokerage fees 


Lines 700‑703.

Item 2 ‑
Advertising 



Separate receipt is usually needed; not on Settlement






Statement.  

Item 3 ‑
Appraisal fee (sale) 

            Line 803.

Item 4 ‑
Legal and Related Costs

Lines 1101‑11Ll, 1201 and 1301.  May be a separate 

                                                                                                 receipt for actual attorney fee.        

Item 5A ‑    Prepayment Charge 


Separate receipt is usually needed. If you see this,                        








include a copy of your mortgage in your package.

Item 5B ‑   Lender's Appraisal fee 

Probably covered under line 803. 









                        POC means part of the fee was paid in cash. A separate    

                                                                                 receipt is needed. 

Item 5C ‑ FHA or VA application fee 
            May be on statement or on a separate receipt. 

Item 5D ‑ Certifications
 

            Lines 80S and 1302. 

Item 5E ‑ Credit report 


           Line 804. May be POC amount requiring a separate 

                                                                                                   receipt

Item 5F ‑ Mortgage Title policy 

           Line 1109 if not claimed under item 4. 

Item 5G ‑ Escrow Agent's fee 

           Line 1101. 

Item 5H ‑ State Revenue Stamps 

          Lines 1202 and 1203.

Item 5I ‑ Sales or Transfer tax 

         Seldom used.

Item 6 ‑  Other



         everything remaining on form that the JTR authorizes   

                                                                                                 for reimbursement (801, etc.)

PROCEDURES FOR FILING FOR REAL ESTATE EXPENSES
After you have incurred and paid expenses, submit the following to the paying Travel Office:
· DD Form 1351-2 (Travel Voucher or Sub Voucher): Sign and date block 21. Do not write below block 21.  Make sure you have a reviewer's signature.
· Travel Orders/DD Form 1614 including any amendments.

· DD Form 1705 (Application for Reimbursement of Expenses Incurred by DOD Civilian Employee) Upon Sale or Purchase (or both) of Residence Upon Change of Duty Station.

· Settlement statement(HUD-1). Itemized list of charges for the sale or purchase of a residence.  (This form requires the signatures of both the seller and the buyer.)

· Receipts for expenses paid in cash (POC) outside of closing (i.e., application fee, credit report, etc.).

Effective 8/1/02:

An employee must provide supporting documentation(such as deed) necessary to determine title to the residence sold at the old PDS and purchased at the new PDS.  This requirement for supporting documentation will help claim-reviewing officials make the necessary title determinations.

PROCEDURES FOR FILING FOR UNEXPIRED LEASE EXPENSES
· After you have incurred and paid expense, submit the following to the paying Travel Office:
· DD Form 1351-2 (Travel Voucher or Sub Voucher): Sign and date block 21. Do not write below block 21.  Make sure you have a reviewer's signature.

· Travel Orders/DD Form 1614 including any amendments.

· Lease agreement explaining penalties or other costs payable if you terminate your occupancy prior to the lease expiration date.

· Documentation showing the extent of bona fide attempts made when the lease includes a saving provision for subleasing or making other arrangements to avoid penalty costs.

·  Itemization explanation, and paid receipts necessary for clarification of penalty costs claimed for reimbursement for each expense item.
UNEXPIRED LEASE ALLOWABLE SETTLEMENT EXPENSES

You are entitled to reimbursement for certain settlement costs of terminating an unexpired lease involving your old residence.  This entitlement also applies to the lot on which a mobile home sat, as long as the mobile home was your residence.

To qualify for this reimbursement, you must be able to show that the lease was in your name, or in the joint names of you and your dependent(s). If the lease is in the your name with someone who is not your dependent, reimbursement will be on a prorated basis. You must also be able to show that you signed the lease before the date when you were first informed of your Civilian PCS.  Become familiar with your lease’s provisions/requirements. Examples of the expenses that may be reimbursed for settling an unexpired lease are:

· Broker's fees for obtaining a sublease

· Charges for advertising an unexpired lease

Such expenses are reimbursable when:

· Applicable laws or the terms of the lease provide for payment of settlement expenses

· Such expenses cannot be avoided by subleasing or other arrangement

· You have not contributed to the expense by failing to give appropriate lease termination notice promptly after you had definite knowledge of the proposed transfer 

· The broker's fees or advertising charges are not in excess of those customarily charged for comparable services in that locality.

You must itemize all your expenses that are on the travel voucher.  You must substantiate each expense item with documentation showing that you incurred and paid the expense.  We recommend this voucher be submitted separately, so as not to hold up other entitlements.

NOTE:  WHEN AUTHORIZED REAL ESTATE EXPENSES AND UNEXPIRED LEASE EXPENSES, YOU MAY REQUEST REIMBURSEMENT FOR A REAL ESTATE SALE OR AN UNEXPIRED LEASE, BUT NOT BOTH.

USE OF RELOCATION SERVICE COMPANIES
Each DOD component may enter into contracts with private firms to provide relocation services for you. The services provided include the following:

· Home sale programs

· Home finding assistance 

· Home marketing assistance

· Spouse employment assistance

· Property management(PM) service(see Part B)   

· Mortgage finding assistance

The Guaranteed Home Sale program (home finding assistance), is not available for all employees. If your Civilian PCS orders specifically authorize use of the "home buy‑out" or "relocation services" known as the Home Equity Act, it will be in place of the Civilian PCS reimbursement entitlements for sale transactions. See your personnel office for information on Home sale or Spouse employment assistance programs.

CIVILIAN PCS TAX IMPACT--NON TAXABLE REIMBURSEMENTS

When you perform a Civilian permanent change of station (PCS) move with the government, the majority of your entitlements are taxable by the Internal Revenue Service (IRS) as income. 

NON-TAXABLE REIMBURSEMENTS
Per the "Revenue Reconciliation Act of 1993” non‑taxable reimbursements include:

· HHG shipment

· HHG storage for the first 30 days only

· En route travel (lodging and transportation)

CIVILIAN PCS TAX IMPACT--TAXABLE REIMBURSEMENTS

TAXABLE REIMBURSEMENTS

Per the "Revenue Reconciliation Act of 1993," Taxable reimbursements include:

· Meals en route


· All HHT expenses

· All TQSE reimbursements

· All Real Estate expenses

· HHG storage after the first 30 days 

· Miscellaneous Expense allowance

TAXABLE IN REIMBURSEMENT YEAR

These items are taxable in the calendar year you are issued reimbursement, not the year the expense is incurred.  For example, a real estate closing December 27, 1997, with a reimbursement check issued January 27, 1998, would be taxable in 1998.  In another example, if a reimbursement check issued December 27, 1997, but not received by you until January 1998, this expense would still be taxable in 1997.

TAXABLE INCOME: For your taxable reimbursements, a PCS W‑2 is issued from our Travel Office by January 31 of the year following the year.  The PCS W‑2 is separate from your salary W-2 issued by your Payroll Division.   If you are required to file a RITA claim for the applicable tax year, you should also receive the RITA forms from our office(if you do not receive the forms, and you received a W-2 for reimbursements paid in the previous year, other than RITA),  you can obtain the forms from our Travel Guide:  http://www.dfas4dod.dfas.mil/centers/dfasin/travpay
MANDATORY WITHHOLDING TAXES

For your taxable reimbursements, the Civilian PCS Paying Office withholds the following taxes:

· Federal Withholding Tax (FWT) ‑ 27 percent for all employees;

· Medicare ‑ 1.45 percent for Federal Employees' Retirement System 

(FERS) and Civil Service Retirement System (CSRS) employees; and

· FICA ‑ 6.20 percent for FERS employees only.

TAX REIMBURSEMENT

The JTR provides for a Relocation Income Tax Allowance (RITA), to reimburse eligible employees for substantially all of your additional Federal, State, and Local income taxes as a result of the Civilian PCS travel entitlements.  The Withholding Tax Allowance (WTA) is an advance of the RITA. 

WITHHOLDING TAX ALLOWANCE (WTA) 

The WTA is an allowance that is offered to you.  If you choose the allowance, it is computed and paid on each claim that has taxable entitlements(the WTA amount is placed in your tax account under your SSN). The WTA is an advance payment against the RITA and is subtracted from any RITA computed in the following year.  If you elect the WTA, you must file a RITA within 120 days of the following calendar year.  If you decline to have WTA paid on your claims(Federal tax is deducted from each claim and placed in your tax account), you will receive the entire tax entitlement in one lump sum on the RITA voucher, but you have to claim it to receive it.

If the WTA is elected, we compute the WTA at 36.99 percent of taxable entitlements.  If you are in lower than the 27 percent Federal tax bracket, it is highly probable that you will have a WTA overpayment.  When a RITA voucher is filed the following calendar year, the amount of excess WTA will have to be repaid. 

EXAMPLE: Entitlement computed without WTA:

	
	$700.00
	Miscellaneous expense entitlement

	Minus (-)
	$189.00
	FWT (27%)

	Minus (-)
	$ 10.15
	Medicare (1.45%)

	Minus (-)
	$ 43.40
	FICA (6.20%)

	
	$457.45
	Amount Due Traveler


EXAMPLE: Entitlement computed with WTA:

	
	$700.00
	Miscellaneous expense entitlement

	plus  (+)
	$258.93
	WTA (36.99%)

	
	$958.93
	Subtotal

	minus (-)
	$258.93
	FWT (27%)

	minus (-)
	$ 13.90
	Medicare (1.45%)

	minus (-)
	$ 59.45
	FICA (6.20%)

	
	$626.65
	Amount Due Traveler


In the second example, the amount of WTA paid into the voucher is $258.93. 
RELOCATION INCOME TAXES ALLOWANCE (RITA) REIMBURSEMENT

The RITA reimburses eligible PCS employees for most of your additional Federal, State, and Local income taxes resulting from receiving your entitlements. Eligible employees are those transferred after November 14, 1983, in the government’s interest from one official station to another permanent duty station.  Employees who are not eligible for this allowance include:

· New appointees

· Employees assigned under the Government Employees Training Act

· Employees returning from overseas assignments for separation

When you receive taxable entitlements you are eligible to file a RITA claim the following calendar year.  When you accept WTA, filing for the RITA is mandatory.   If you do not elect WTA, the RITA is the only means of recouping the additional taxes incurred for your increased income resulting from your Civilian PCS travel entitlements. Since RITA is not automatic, you must apply to receive it.

When a RITA claim is the only reimbursement paid in a calendar year, you are not entitled to file a RITA claim the following year.

PROCEDURES FOR FILING FOR A RITA
To file for the RITA, you and your spouse (if filing jointly) must submit copies of all earned income W‑2s, the 1099 for non‑disability Military pay, and the schedule SE (if self employed).  Fill out the two-page RITA Status Certification Form with your total claimed income, your filing status, and other requested information.  Ensure that all applicable signatures appear on the second page, and include Social Security Numbers.  Submit within 120 days of the beginning of the year following reimbursement:

1. DD Form 1351-2 (Travel Voucher or Sub Voucher): Be sure to sign and date block 21.  Do not write below block 21.  Please make sure you have a reviewer's signature.

2. Travel Orders/DD Form 1614 including amendments.

3. Completed and signed RITA Status Certification Form.

4. All W‑2 forms for earned income for the year you are paid Civilian PCS travel claim reimbursements (Include spouse's W-2s and income if filing a joint return).

5. IRS Schedule SE from self‑employment income, if applicable.
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[image: image2.wmf]TRAVEL VOUCHER OR SUBVOUCHER

Read Privacy Act Statement, Penalty Statement, and Instructions on back before completing

form.  Use typewriter, ink, or ball point pen.  PRESS HARD.  DO NOT use pencil.  If more

space is needed, continue in remarks.

28. AMOUNT PAID

19. GOVERNMENT/DEDUCTIBLE MEALS

3.  FOR D.O. USE ONLY

(6)   Reimbursable Expenses

(7)   Total

(8)   Less Advance

(9)   Amount Owed

(10) Amount Due

Exception to SF 1012 approved by GSA/IRMS 12-91.

Electronic Fund Transfer (EFT)

1. PAYMENT 

15. ITINERARY

c.  SUPERVISOR SIGNATURE

17. DURATION OF TDY TRAVEL

14. HAVE HOUSEH

OLD GOODS BEEN SHIPPED?

        

(X one)

(1)   Per Diem

(2)   Actual Expense Allowance

(3)   Mileage

(4)   Dependent Travel

(5)   DLA

2. TYPE OF PAYMENT

 (X as applicable)

Member/

Employee

a. DATE

b. PLACE

(Home, Office, Base, Activity, City and

State; City and Country, etc.)

c.

MEANS/

MODE OF

TRAVEL

d.

REASON

FOR

STOP

e.

LODGING

COST

f.

POC

MILES

ACCOMPANIED

b. RELATIONSHIP

c. DATE OF BIRTH

 OR MARRIAGE

UNACCOMPANIED

 

8. DAYTIME TELEPHONE NUMBER &

     AREA CODE    

9. TRAVEL ORDER NUMBER

12. DEPENDENT(S) 

(X and complete as applicable)

11. ORGANIZATION AND STATION

10. PREVIOUS GOVERNMENT PAYMENTS/

       ADVANCES

13. DEPENDENTS' ADDRESS ON RECEIPT OF

      ORDERS 

(Include Zip Code) 

 

7. ADDRESS.

 

a. NUMBER AND STREET

b. CITY

 

4. NAME 

(Last, First, Middle Initial) (Print or type) 

5. GRADE

c. STATE

d. ZIP CODE

6. SSN

TDY

Other

a. DATE

18. REIMBURSABLE EXPENSES

b. NATURE OF EXPENSE

c. AMOUNT

d. ALLOWED

d.  COMPUTATIONS

a.  D.O. VOUCHER NUMBER

c.  PAID BY

d. DATE

a.  DATE

b.  NO. OF MEALS

20.a. CLAIMANT SIGNATURE

b. DATE

16. POC TRAVEL 

(X one)

OWN/OPERATE

PASSENGER

24. COMPUTED BY

23. COLLECTION DATA

25. AUDITED BY

26. TRAVEL ORDER

      POSTED BY

27. RECEIVED

 

(Payee Signature and Date or Check No.) 

22. ACCOUNTING CLASSIFICATION

a. NAME 

(Last, First, Middle Initial)

b.  SUBVOUCHER NUMBER

Dependent(s)

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

e.   SUMMARY OF PAYMENT

YES

NO

 (E

xplain in Remarks)

DLA

PCS

DD FORM 1351-2, MAR 2000

PREVIOUS EDITIONS OF DD FORM 1351-2 AND 1351-1

MAY BE USED UNTIL SUPPLY IS EXHAUSTED.

Split Disbursement:

a.  DATE

b.  NO. OF MEALS

Amt to Govt Tvl Charge Card  

$

 

Payment by Check

12 HOURS OR LESS

MORE THAN 12 HOURS

BUT 24 HOURS OR LESS

MORE THAN 24 HOURS

21.a. APPROVING OFFICER SIGNATURE

b. DATE

[image: image3.wmf]PRIVACY ACT STATEMENT

INSTRUCTIONS

PENALTY STATEMENT

AUTHORITY:

  5 USC 5701, 37 USC 404-427, and EO 9397.

PRINCIPAL PURPOSE(S):

  Used for reviewing, approving, accounting and disbursing for official travel.  SSN is used to maintain a

numerical identification system for individual claims.

ROUTINE USE(S):

  To substantiate claims for reimbursement for official travel.

DISCLOSURE:

  Voluntary; however, failure to furnish information requested may result in total or partial denial of amount claimed.

There are severe criminal and civil penalties for knowingly submitting a false, fictitious, or fraudulent claim (U.S. Code, Title 18,

Sections 287 and 1001 and Title 31, Section 3729).

DD FORM 1351-2 (BACK), MAR 2000

ITEM 1 - PAYMENT 

     Member must be on electronic funds (EFT) to participate in

split disbursement.  Split disbursement is a payment method by

which you may elect to pay your official travel card bill and

forward the remaining settlement dollars to your predesignated

account.  For example:  $250.00 in the "Amount to Government

Travel Charge Card" block means that $250.00 of your travel

settlement will be electronically sent to the charge card company. 

Any dollars remaining on this settlement will automatically be sent

to your predesignated account.  Should you elect to send more

dollars than you are entitled, "all" of the settlement will be

forwarded to the charge card company.  Notification:  you will

receive your regular monthly billing statement from the

Government Travel Charge Card contractor; it will state:  paid by

Government, $250.00, 0 due.  If you forwarded less dollars than

you owe, the statement will read as: paid by Government,

$250.00, $15.00 now due.  Payment by check is made to

travelers only when EFT payment is not directed.

REQUIRED ATTACHMENTS

1.  Original and/or copies of all travel orders and amendments, as

applicable.

2.  Two copies of dependent travel authorization if issued.

3.  Copies of secretarial approval of travel if claim concerns

parents who either did not reside in your household before their

travel and/or will not reside in your household after travel.

4.  Copy of GTR, MTA or ticket used.

5.  Hotel/motel receipts and any item of expense claimed in an

amount of $75.00 or more.

6.  Other attachments will be as directed.

ITEM 15 - ITINERARY - SYMBOLS

15c. MEANS/MODE OF TRAVEL

 

(Use two letters)

GTR/TKT

Government Transportation

Commercial Transportation

   

(Own expense)

Privately Owned

   Conveyance 

(POC)

- T

- G

- C

- P

Automobile

Motorcycle

Bus

Plane

Rail

Vessel

- A

- M

- B

- P

- R

- V

15d. REASON FOR STOP

Authorized Delay

Authorized Return

Awaiting Transportation

Hospital Admittance

Hospital Discharge

- AD

- AR

- AT

- HA

- HD

ITEM 15e.  LODGING COST

      

  Enter the total cost for lodging.

ITEM 19 - DEDUCTIBLE MEALS

        Meals consumed by a member/employee when furnished with

or without charge incident to an official assignment by sources 

other than a government mess

 (see JFTR, par. U4125-A3g and 

JTR, par. C4554-B for definition of deductible meals)

.  Meals

furnished on commercial aircraft or by private individuals are not

considered deductible meals.

29. REMARKS

Leave En Route

Mission Complete

Temporary Duty

Voluntary Return

- LV

- MC

- TD

- VR

 EMPLOYEES:  INDICATE DATES ON WHICH LEAVE TAKEN FOR MORE THAN ONE-HALF OF PRESCRIBED DAILY WORKING HOURS

 UNIFORMED MEMBERS:  INDICATE DATES ON WHICH LEAVE WAS TAKEN

EMPLOYEE AGREEMENT FOR REPAYMENT OF EXCESS WITHHOLDING TAX ALLOWANCE (WTA) FOR RELOCATION INCOME TAX ALLOWANCE (RITA)

Withholding Tax Allowance (WTA) is a taxable allowance designed to substantially cover the employee's withholding tax obligation for Federal Income Taxes on income resulting from covered taxable reimbursements.  Covered taxable reimbursements subject to Federal Withholding Tax include such items as: En route meals, House Hunting, Storage in excess of 30 days, TQSE (Temporary Quarters Subsistence Expense), Miscellaneous Expense, Unexpired Lease Expense and Real Estate Expenses, Home Marketing Incentive Payment (HMIP), WTA and the RIT allowance.

The WTA is considered an advance payment of the Relocation Income Tax Allowance (RITA) and can be paid on each taxable entitlement issued except for HMIP and RIT allowance claim filed throughout the year.  The WTA amount is placed in your tax account , under your SSN(same as payroll taxes).   If WTA is not desired, RITA can be claimed the following calendar year with no deductions of prior WTA payments.

To determine the proper calculation of WTA, use the chart below.  Selecting the correct option for WTA computation in Year 1 (calendar year in which PCS reimbursements are paid) should avoid an overpayment in Year 2 (Year RITA payment is calculated).  This form will be used for all claims associated with this PCS move on order #_______until a revised form is submitted to change your election.

· If you elect option A and you anticipate that your FWTR will be 15 percent or greater, WTA will be computed using a rate of 17.6471 percent, and you should not be in an overpaid status upon the computation of your RIT Allowance.

· If you elect option B and you anticipate that your FWTR will be more than 27 percent, your WTA will be computed using a rate of 36.99 percent, and you should not be in an overpaid status upon the computation of your RIT allowance.

	Income Tax Filing Status
	Option A:WTA paid @ 15%
	Option B: WTA paid @ 27%

	Single
	Income less than $35,363


	Income greater than $35,363

	Head of Household
	Income less than $51,016
	Income greater than $51,016

	Married-Filing Jointly

Qualified Widows/Widowers
	Income less than $65,011
	Income greater than $65,011

	Married-Filing Separately 
	Income less than $32,028
	Income greater than $32,028

	I ELECT OPTION:           A: _____              B:_____     NO  WTA: _____

AGREEMENT:  I agree to repay any excess amount of WTA paid to me in Year 1 and submit the required tax  information to apply for RITA within 120 days after the close of Year 1.  I also understand the entire WTA paid to me in Year 1 will be considered a debt to the U. S. Government if I fail to file a RITA claim in a timely manner.

My Civilian Payroll Office is located in _____________________________________                                                                                                               

My retirement code is   FERS  _____     CSRS _____   CSRS Offset  ______

Employee's Signature_______________________________Date____________                                                                                      

Grade/Step_______________ Social Security Number _________________________




[image: image4.wmf]REQUEST/AUTHORIZATION FOR DOD CIVILIAN PERMANENT DUTY

OR TEMPORARY CHANGE OF STATION (TCS) TRAVEL

(Reference:  Joint Travel Regulations)  (Read Privacy Act Statement on back before completing form.)

SECTION I - REQUEST FOR OFFICIAL TRAVEL

1.  DATE

 (YYYYMMDD)

2.  NAME  

(Last, First, Middle)

3.  SOCIAL SECURITY NUMBER

4.  NEW POSITION TITLE

5.  GRADE OR RATING

6.  RETIREMENT CODE 

(Insert retirement code from Block 30 of 

      employee's most recent SF-50.  If unknown, employee should contact 

      their servicing personnel office.)

7.  RELEASING OFFICIAL STATION AND LOCATION, OR ACTUAL

     RESIDENCE

8.  NEW OFFICIAL STATION AND LOCATION, ACTUAL RESIDENCE

     OR ALTERNATE DESTINATION

9.  REPORTING DATE AT NEW DUTY STATION

 (YYYYMMDD)

       

10. TRAVEL PURPOSE

BETWEEN OFFICIAL STATIONS

RENEWAL AGREEMENT

RETURN FROM OVERSEAS FOR SEPARATION

TEMPORARY CHANGE OF STATION

OTHER

11. TRANSPORTATION MODE

GOVERNMENT

COMMERCIAL

POC

RAIL

AIR

MILEAGE RATE: 

     

$ 

 

12a. PER DIEM FOR EMPLOYEE

YES

NO

  b.  PER DIEM FOR DEPENDENT(S) 

YES

NO

13a. ROUND TRIP TRAVEL FOR HOUSE-

       HUNTING

 

YES

NO

  b. NUMBER OF DAYS 

(Including travel)

    

14a. TEMPORARY QUARTERS 

        SUBSISTENCE EXPENSE

YES

NO

  b. NUMBER OF DAYS AUTHORIZED     

15a. HOUSEHOLD GOODS (HHG)  SHIPMENT

YES

NO

    b. NET WEIGHT AUTHORIZED    

16. OTHER AUTHORIZED EXPENSES 

TEMPORARY STORAGE OF HHG

NONTEMPORARY STORAGE OF HHG

RELOCATION SERVICES

PROPERTY MANAGEMENT SERVICES

REAL ESTATE EXPENSES

UNEXPIRED LEASE

RELOCATION INCOME TAX ALLOWANCE

POV SHIPMENT

MISCELLANEOUS EXPENSES

TRAVEL ADVANCE AUTHORIZED

(Amount)

 

$

 

17. DEPENDENT TRAVEL

CONCURRENT

DELAYED

EARLY RETURN

NOT AUTHORIZED

18a. DEPENDENT TRAVEL FROM 

(Home Address)

b.  TO 

(New PDS)

19. DEPENDENTS

  a.  NAME 

(Last, First, Middle Initial)

b.  RELATIONSHIP

c. DATE OF BIRTH 

(YYYYMMDD)

20. ESTIMATED COST

  a.  PER DIEM

$

  

b.  TRAVEL

$

  

c.  OTHER

$

  

d.  TOTAL

$

  

21. TRANSPORTATION AGREEMENT

      SIGNED  

(X one)

YES

NO

SECTION II - AUTHORIZATION FOR OFFICIAL TRAVEL

22. ACCOUNTING CITATION

23.  APPROVING OFFICIAL

  a.  TITLE

b.  SIGNATURE

24. ORDER-ISSUING/AUTHENTICATING OFFICIAL

  a.  TITLE

b.  SIGNATURE

c.  ORGANIZATION ADDRESS

25. TRAVEL ORDER NUMBER

26.  DATE ISSUED

 (YYYYMMDD)

DD FORM 1614, OCT 2001

PREVIOUS EDITION IS OBSOLETE.

DATE SIGNED

 (YYYYMMDD)

  

ACTUAL EXPENSE

FIXED

ACTUAL EXPENSE

FIXED

COMMUTED RATE

GOVERNMENT BILL OF LADING (GBL)

CONUS

OCONUS


	Civilian PCS Checklist

__ADVANCE REQUEST

      FORMCHECKBOX 
Direct Deposit  Form

      FORMCHECKBOX 
 WTA form

      FORMCHECKBOX 
 DD1614 (orders)

      FORMCHECKBOX 
 Request for Advance form

__ HOUSE HUNTING TRIP     FORMCHECKBOX 
 EMPLOYEE     FORMCHECKBOX 
 SPOUSE
      FORMCHECKBOX 
1351-2 (Travel Voucher or Sub Voucher)     FORMCHECKBOX 
orders      FORMCHECKBOX 
lodging/rental car receipts    FORMCHECKBOX 
advance copy

__ EN ROUTE TRAVEL           FORMCHECKBOX 
 EMPLOYEE     FORMCHECKBOX 
 SPOUSE
      FORMCHECKBOX 
1351-2 (Travel Voucher or Sub Voucher)    FORMCHECKBOX 
orders       FORMCHECKBOX 
lodging receipts       FORMCHECKBOX 
advance copy

__TEMPORARY QUARTERS SUBSISTENCE(TQSE) 

      FORMCHECKBOX 
1351-2 (Travel Voucher or Sub Voucher)    FORMCHECKBOX 
orders       FORMCHECKBOX 
daily itemization(C13E3)

      FORMCHECKBOX 
lodging receipts         FORMCHECKBOX 
grocery/utility bills (if applicable)

__MISCELLANEOUS EXPENSE      FORMCHECKBOX 
EMPLOYEE ONLY    FORMCHECKBOX 
 EMPLOYEE W/DEPENDENTS
      FORMCHECKBOX 
1351-2 (Travel Voucher or Sub Voucher)    FORMCHECKBOX 
orders

    Submit Miscellaneous Expense statement or certify on voucher: I have discontinued residence at ODS, and I have             established a residence at NDS.
__REAL ESTATE

      FORMCHECKBOX 
1351-2 (Travel Voucher or Sub Voucher)    FORMCHECKBOX 
orders      FORMCHECKBOX 
approved 1705(block A&C for sale/ B&C for purchase)

      FORMCHECKBOX 
real estate settlement(HUD-1)

__HOUSEHOLD GOODS SHIPMENT(HHG)

      FORMCHECKBOX 
1351-2(Travel Voucher or Sub Voucher)     FORMCHECKBOX 
orders     FORMCHECKBOX 
Truck rental receipts      FORMCHECKBOX 
weight tickets(if commuted rate)

__POV PICK UP

      FORMCHECKBOX 
1351-2 (Travel Voucher or Sub Voucher)    FORMCHECKBOX 
orders    FORMCHECKBOX 
receipts(if applicable)

FORMS REQUIRED BEFORE ANY PROCESSING CAN BE COMPLETED:

 FORMCHECKBOX 
Withholding tax allowance(WTA) election form

 FORMCHECKBOX 
Leave and Earnings Statement(LES)

 FORMCHECKBOX 
Direct Deposit Financial Institution Information(EFT)
WTA form is not required for:

__RENEWAL AGREEMENT TRAVEL(RAT) Only applies to Employees stationed overseas
      FORMCHECKBOX 
1351-2 (Travel Voucher or Sub Voucher)    FORMCHECKBOX 
orders    FORMCHECKBOX 
receipts(if applicable)

__FIRST DUTY TRAVEL: Only applies to new employees/interns/appointees

       FORMCHECKBOX 
1351-2 (Travel Voucher or Sub Voucher)    FORMCHECKBOX 
orders    FORMCHECKBOX 
receipts(if applicable)
        Receipts are required for all Lodging and any expense of $75.00 or more






	REQUEST FOR CIVILIAN PCS ADVANCE

Employee’s Name  _______________________________   SSN  _____________________________

Current Mailing Address  _____________________________________________________________

                                                                  Street Address        

__________________________________________                _________________                        ______________________________ 

                                 City                                                     State                                               Zip Code
Travel Order Number  _______________________    Issue Date  ______________________________

Telephone Number (Including area code):   Work  (____)______________  Home_(___)________________

E-Mail Address _______________________   Fax Number_________________________

POC and Phone # at old PDS_________________________________         POC and Phone # at new PDS____________ ______________________________         Retirement is FERS  _____  or  CSRS  _____CSRS Offset________

	PURPOSE OF ADVANCE

I am only requesting $__________ be issued to me instead of the full amount of the authorized advance.

(**List dependents names included in this request and their inclusive dates of TQSE if different from  employees)

	House Hunting Trip
	
	Employee
	
	Spouse   
	
	Inclusive dates

	En Route Travel and Per Diem
	
	Employee
	
	Dependents
	
	Inclusive dates

	TQSE 1ST  30 Days
	
	Employee
	
	Dependents
	
	Inclusive dates

	TQSE 2nd  30 Days
	
	Employee
	
	Dependents
	
	Inclusive dates

	TQSE 3rd  30 Days
	
	Employee
	
	Dependents
	
	Inclusive dates

	TQSE 4th  30 Days
	
	Employee
	
	Dependents
	
	Inclusive dates

	**Dependents Name                                Dates of TQSE                             Dependents Name             Dates of TQSE

(1)_____________________                     _____________                   (5)__________________           _____________

(2)_____________________                     _____________                   (6)_________________             _____________
(3)___________________                         _____________                   (7)_________________             ______________

(4) _____________________                    _____________                   (8)__________________           _____________



	[image: image5.wmf]PRIVACY ACT STATEMENT

(5 U.S.C. 552a)

DD FORM 1614 (BACK), OCT 2001

AUTHORITY:

  5 U.S.C. 5701, 5702; and E.O. 9397 (SSN).

PRINCIPAL PURPOSE(S): 

 Used to issue transportation requests, bills of lading for household goods and automobiles, and as a

supporting authorization for cash payment of travel allowances.

ROUTINE USE(S):

  In addition to being used by officials and employees of the applicant's Service in determining eligibility, the

information contained herein may be provided to law enforcement personnel investigating those suspected of fraudulently

obtaining allowances.  Information als

o may be di

sclosed under certain circumstances to other Federal agencies, Members of

Congress, State and local governments, and U.S. and State courts.

DISCLOSURE:

  Voluntary; however, failure to provide SSN may preclude timely consideration of your request.

28. REMARKS OR OTHER AUTHORIZATIONS

  (Use this space for special requirements, leave, excess baggage, etc., or other authorization.)

    These orders may be amended by the gaining activity.  Expenses/charges not allowed at Government expense are the

financial responsibility of the employee concerned.

27. CLAIMANT - FORWARD COMPLETED SETTLEMENT CLAIM TO THE FOLLOWING ADDRESS:

      (Losing/Gaining Activity - provide the address to where the employee should submit this claim for final disbursement.)

SECTION III - ADMINISTRATIVE INFORMATION

[image: image6.wmf]REIMBURSEMENT FOR REAL ESTATE SALE AND/OR PURCHASE CLOSING COST EXPENSES

(DoD Civilian Employees when transferring due to Permanent Change of Station (PCS))

PRIVACY ACT STATEMENT

AUTHORITY:

   5 USC 5724 and EO 9397 (SSN).

PRINCIPAL PURPOSE(S):

   Used by DoD civilian employees to request reimbursement of real estate expenses related to the sale and/or

purchase of their primary residence due to a permanent change in their duty stations.

ROUTINE USE(S):

  None.

DISCLOSURE: 

 Voluntary; however, completion of this form is necessary before reimbursement may be authorized and expenses paid.  The

personal information requested is needed to identify the employee.

EMPLOYEE INSTRUCTIONS

1.  Prepare an original and one copy of the Reimbursement for Real Estate Sale and/or Purchase, DD Form 1705.  Complete all blocks in Parts

I, II, or III and enter all applicable amounts and totals in Columns (1) and (2) of Part V, on the back of this form.

2.  Attach one complete set of required supporting documents, e.g., sales agreement between buyer and seller, settlement statement, etc. 

Please submit copies as the documents are not returned.

  Sign and date in the applicable Employee Certification block.

3.  Submit Travel Voucher or Subvoucher, DD Form 1351-2, along with the original DD Form 1705 and copies of supporting documents to

your personnel office.  

Retain a copy of this claim application and the originals of all supporting documents for your personal files.

PART I - EMPLOYEE INFORMATION

1.  NAME

 (Last, First, Middle Initial)

3.  MAILING ADDRESS 

(Include ZIP Code)

4.  WAS A REAL ESTATE CLAIM PREVIOUSLY SUBMITTED FOR EXPENSES FOR

     THIS PCS TRANSFER? 

 (X one)

YES

NO

PART II - TRANSFER INFORMATION

6.  OLD DUTY STATION LOCATION

7.  NEW DUTY STATION LOCATION

5.  YOUR NOTIFICATION DATE OF

     THIS TRANSFER 

(YYYYMMDD)

8.  TRAVEL AUTHORIZATION DATE

    

 (YYYYMMDD)

   

10. DATE REPORTED FOR DUTY AT NEW DUTY

      STATION 

 (YYYYMMDD)

    

9.  DATE TRANSPORTATION AGREEMENT SIGNED

     

(YYYYMMDD)

    

PART III - RESIDENCE INFORMATION

a.  PROPERTY AT OLD DUTY STATION

b.  PROPERTY AT NEW DUTY STATION

12. NUMBER OF DWELLING UNITS 

13. CLOSING OR SETTLEMENT DATE 

(YYYYMMDD)

14. SALE AND/OR PURCHASE PRICE

15. TOTAL EXPENSES CLAIMED

$

$

$

$

16.  SALE OF OLD RESIDENCE

 

      I certify that the amounts claimed in Part V in conjunction with the above

sale represent only amounts actually paid by me, that title to the property was in

my name and/or a member of my immediate family, and that this was my

primary residence when I was first

 definitely informed of my transfer.

EMPLOYEE CERTIFICATION(S)

a.  EMPLOYEE SIGNATURE

b.   DATE 

(YYYYMMDD)

17.  PURCHASE OF NEW RESIDENCE

  

   I certify that the amounts claimed in Part V in conjunction with the above

purchase represent only amounts actually paid by me, and that title to the

property is in my name and/or a member of my immediate family and is my new

primary residence.

a.   EMPLOYEE SIGNATURE

b.  DATE 

(YYYYMMDD)

PART IV - MANAGEMENT APPROVAL INFORMATION

       The sale expenses claimed in Part V are

approved as being reasonable in amount and

customarily paid by a seller in the locality where the

property is located.

18.  SALE EXPENSES

a.  SIGNATURE

b.  DATE

   

(YYYYMMDD)

AS CLAIMED

AS REDUCED

 (See attached memo)

c.  TITLE

       The purchase expenses claimed in Part V are

approved as being reasonable in amount and

customarily paid by a buyer in the locality where the

property is located.

19.  PURCHASE EXPENSES

a.  SIGNATURE

b.  DATE

   

(YYYYMMDD)

c.  TITLE

      Payment of this claim is approved in the amount

of:

20. PAYMENT APPROVAL BY NEW DUTY STATION

a.  SIGNATURE

b.  DATE

   

(YYYYMMDD)

$

c.  TITLE

     If amount approved is less than amount claimed, 

see attached memo.

DD FORM 1705, MAR 2000

PREVIOUS EDITION IS OBSOLETE.

2.  SOCIAL SECURITY NO.

11. COMPLETE RESIDENCE ADDRESS

      

(Include apartment number and ZIP Code)

AS CLAIMED

AS REDUCED

 (See attached memo)

[image: image7.wmf]PART V - EXPENSES INCURRED AND PAID IN SELLING RESIDENCE AT OLD DUTY STATION AND/OR PURCHASING RESIDENCE AT NEW

DUTY STATION

21. SALES/BROKER'S COMMISSION FEES:

  

The sales commission paid to a broker or real estate

       agent for selling former residence.   Includes fees for listing a residence and payment for multiple 

       listing service, when not included in the commission paid to the broker or agent

.

EXPENSE ITEM AND EXPLANATION

(1)

SALE EXPENSES FOR

FORMER RESIDENCE 

AT OLD DUTY STATION

(2)

PURCHASE EXPENSES

FOR NEW RESIDENCE AT

NEW DUTY STATION

$

22. ADVERTISING FEES

:  

Expenses paid for newspaper and other advertising when a direct sale is 

       made without using the services of a real estate broker or real estate agent

.

$

23. APPRAISAL FEE:

 

 The amount paid to a professional appraiser for establishing a suggested sale 

       price for the residence

.

$

24. LEGAL AND RELATED FEES:

  The amount(s) paid for title costs, e.g., abstract or title search, title

       examination, related notary fees, title insurance policy; costs of preparing conveyance documents and

       contracts; costs of making surveys, preparing drawings or plats when required for legal financing

       purposes; recording and transfer charges, etc.

$

$

25. MISCELLANEOUS COSTS:

  Amounts paid in connection with sale of the former residence and/or

       purchase of the new residence.  These expenses (except Item a. below) are normally paid by the

       purchaser; however, depending on local custom and practice, the seller may be required to pay some 

       of them.

$

a.  PREPAYMENT CHARGE

:  The amount required in the mortgage (or other mortgage security

     instrument) as a fee paid for loan repayment; or if not specifically required by the mortgage

     instrument, the prepayment amount paid.  The amount is limited to 3 months prevailing interest 

     on the loan balance.

 

b.  LENDER'S APPRAISAL FEE:

  The amount paid for the mortgagee or lender's charge for residence

      appraisal

.

$

$

 c.  FHA OR VA APPLICATION FEE 

$

$

 d.  CERTIFICATION FEE:

  The amount paid for any required certification as to the structural soundness

      or physical condition of the property, e.g., lender's inspection fee, pest inspection, radon test, etc., 

      if required by the mortgagee and/or lender, FHA or VA.

$

 

e.  CREDIT REPORT FEE:

  The amount paid for the credit or factual data report on the buyer, if required

      by mortgagee and/or lender, FHA or VA

 

f.  MORTGAGE TITLE POLICY FEE:

  The amount paid for mortgage, or lender's, title insurance only.  

     A mortgage insurance policy on the life of the borrower and the additional cost for an owner's title

     policy are 

NOT

 reimbursable expenses.

$

 g.  ESCROW AGENT'S FEE:

  The amount paid to an escrow agent, title, company, or similar entity 

      used to close a real estate transaction.

$

 

h.  CITY/COUNTY/STATE TAX STAMPS

$

$

 

i.   SALES OR TRANSFER TAXES; MORTGAGE TAX

$

$

26. OTHER INCIDENTAL EXPENSES:

  This includes other expenses that are reasonable and 

       customary charges or fees paid as may be authorized and not properly included in the items listed

       above.  Incidental expenses must be itemized and explained.  Attach a separate sheet, if necessary.

$

$

$

27. TOTAL COSTS INCURRED AND PAID FOR THE SALE OF THE FORMER RESIDENCE AT

      THE OLD DUTY STATION  

(C

olumn (1).  See Footnotes 1 and 3) 

28. TOTAL COSTS INCURRED AND PAID FOR THE PURCHASE OF THE NEW RESIDENCE AT

      THE NEW DUTY STATION 

(Column (2).  See Footnotes 2 and 3)

NOTE:  

Costs of insurance against damage or loss of property, maintenance and operating costs and property taxes are not reimbursable. 

Also, mortgage discounts, points, interest on loans, and losses in connection with the sale or purchase of a residence due to price or market

conditions are not reimbursable.  No fee, cost, charge, or expense is reimbursable which is determined to be a part of the finance charge under

the Truth in Lending Act, Title I, Public Law 90-321, and Regulation Z issued by the Board of Governors of the Federal Reserve System.

FOOTNOTES:

1.  The total amount of expenses which may be reimbursed is this amount, but it shall not exceed 10% of the sale price of the residence at

the old duty station.

2.  The total amount of expenses which may be reimbursed is this amount, but it shall not exceed 5% of the purchase price of a residence at

the new duty station.

3.  If property is a multiple family unit type (excluding condominium) expenses will be prorated and allowed for the employee's residence unit

only.

DD Form 1705 (BACK), MAR 2000

$

$

$

$

$

TOTAL AMOUNTS PAID

[image: image8.wmf]REQUEST/AUTHORIZATION FOR DOD CIVILIAN PERMANENT DUTY

OR TEMPORARY CHANGE OF STATION (TCS) TRAVEL

(Reference:  Joint Travel Regulations)  (Read Privacy Act Statement on back before completing form.)

SECTION I - REQUEST FOR OFFICIAL TRAVEL

1.  DATE

 (YYYYMMDD)

2.  NAME  

(Last, First, Middle)

3.  SOCIAL SECURITY NUMBER

4.  NEW POSITION TITLE

5.  GRADE OR RATING

6.  RETIREMENT CODE 

(Insert retirement code from Block 30 of 

      employee's most recent SF-50.  If unknown, employee should contact 

      their servicing personnel office.)

7.  RELEASING OFFICIAL STATION AND LOCATION, OR ACTUAL

     RESIDENCE

8.  NEW OFFICIAL STATION AND LOCATION, ACTUAL RESIDENCE

     OR ALTERNATE DESTINATION

9.  REPORTING DATE AT NEW DUTY STATION

 (YYYYMMDD)

       

10. TRAVEL PURPOSE

BETWEEN OFFICIAL STATIONS

RENEWAL AGREEMENT

RETURN FROM OVERSEAS FOR SEPARATION

TEMPORARY CHANGE OF STATION

OTHER

11. TRANSPORTATION MODE

GOVERNMENT

COMMERCIAL

POC

RAIL

AIR

MILEAGE RATE: 

     

$ 

 

12a. PER DIEM FOR EMPLOYEE

YES

NO

  b.  PER DIEM FOR DEPENDENT(S) 

YES

NO

13a. ROUND TRIP TRAVEL FOR HOUSE-

       HUNTING

 

YES

NO

  b. NUMBER OF DAYS 

(Including travel)

    

14a. TEMPORARY QUARTERS 

        SUBSISTENCE EXPENSE

YES

NO

  b. NUMBER OF DAYS AUTHORIZED     

15a. HOUSEHOLD GOODS (HHG)  SHIPMENT

YES

NO

    b. NET WEIGHT AUTHORIZED    

16. OTHER AUTHORIZED EXPENSES 

TEMPORARY STORAGE OF HHG

NONTEMPORARY STORAGE OF HHG

RELOCATION SERVICES

PROPERTY MANAGEMENT SERVICES

REAL ESTATE EXPENSES

UNEXPIRED LEASE

RELOCATION INCOME TAX ALLOWANCE

POV SHIPMENT

MISCELLANEOUS EXPENSES

TRAVEL ADVANCE AUTHORIZED

(Amount)

 

$

 

17. DEPENDENT TRAVEL

CONCURRENT

DELAYED

EARLY RETURN

NOT AUTHORIZED

18a. DEPENDENT TRAVEL FROM 

(Home Address)

b.  TO 

(New PDS)

19. DEPENDENTS

  a.  NAME 

(Last, First, Middle Initial)

b.  RELATIONSHIP

c. DATE OF BIRTH 

(YYYYMMDD)

20. ESTIMATED COST

  a.  PER DIEM

$

  

b.  TRAVEL

$

  

c.  OTHER

$

  

d.  TOTAL

$

  

21. TRANSPORTATION AGREEMENT

      SIGNED  

(X one)

YES

NO

SECTION II - AUTHORIZATION FOR OFFICIAL TRAVEL

22. ACCOUNTING CITATION

23.  APPROVING OFFICIAL

  a.  TITLE

b.  SIGNATURE

24. ORDER-ISSUING/AUTHENTICATING OFFICIAL

  a.  TITLE

b.  SIGNATURE

c.  ORGANIZATION ADDRESS

25. TRAVEL ORDER NUMBER

26.  DATE ISSUED

 (YYYYMMDD)

DD FORM 1614, OCT 2001

PREVIOUS EDITION IS OBSOLETE.

DATE SIGNED

 (YYYYMMDD)

  

ACTUAL EXPENSE

FIXED

ACTUAL EXPENSE

FIXED

COMMUTED RATE

GOVERNMENT BILL OF LADING (GBL)

CONUS

OCONUS

[image: image9.wmf]PRIVACY ACT STATEMENT

(5 U.S.C. 552a)

DD FORM 1614 (BACK), OCT 2001

AUTHORITY:

  5 U.S.C. 5701, 5702; and E.O. 9397 (SSN).

PRINCIPAL PURPOSE(S): 

 Used to issue transportation requests, bills of lading for household goods and automobiles, and as a

supporting authorization for cash payment of travel allowances.

ROUTINE USE(S):

  In addition to being used by officials and employees of the applicant's Service in determining eligibility, the

information contained herein may be provided to law enforcement personnel investigating those suspected of fraudulently

obtaining allowances.  Information als

o may be di

sclosed under certain circumstances to other Federal agencies, Members of

Congress, State and local governments, and U.S. and State courts.

DISCLOSURE:

  Voluntary; however, failure to provide SSN may preclude timely consideration of your request.

28. REMARKS OR OTHER AUTHORIZATIONS

  (Use this space for special requirements, leave, excess baggage, etc., or other authorization.)

    These orders may be amended by the gaining activity.  Expenses/charges not allowed at Government expense are the

financial responsibility of the employee concerned.

27. CLAIMANT - FORWARD COMPLETED SETTLEMENT CLAIM TO THE FOLLOWING ADDRESS:

      (Losing/Gaining Activity - provide the address to where the employee should submit this claim for final disbursement.)

SECTION III - ADMINISTRATIVE INFORMATION

[image: image10.wmf]REIMBURSEMENT FOR REAL ESTATE SALE AND/OR PURCHASE CLOSING COST EXPENSES

(DoD Civilian Employees when transferring due to Permanent Change of Station (PCS))

PRIVACY ACT STATEMENT

AUTHORITY:

   5 USC 5724 and EO 9397 (SSN).

PRINCIPAL PURPOSE(S):

   Used by DoD civilian employees to request reimbursement of real estate expenses related to the sale and/or

purchase of their primary residence due to a permanent change in their duty stations.

ROUTINE USE(S):

  None.

DISCLOSURE: 

 Voluntary; however, completion of this form is necessary before reimbursement may be authorized and expenses paid.  The

personal information requested is needed to identify the employee.

EMPLOYEE INSTRUCTIONS

1.  Prepare an original and one copy of the Reimbursement for Real Estate Sale and/or Purchase, DD Form 1705.  Complete all blocks in Parts

I, II, or III and enter all applicable amounts and totals in Columns (1) and (2) of Part V, on the back of this form.

2.  Attach one complete set of required supporting documents, e.g., sales agreement between buyer and seller, settlement statement, etc. 

Please submit copies as the documents are not returned.

  Sign and date in the applicable Employee Certification block.

3.  Submit Travel Voucher or Subvoucher, DD Form 1351-2, along with the original DD Form 1705 and copies of supporting documents to

your personnel office.  

Retain a copy of this claim application and the originals of all supporting documents for your personal files.

PART I - EMPLOYEE INFORMATION

1.  NAME

 (Last, First, Middle Initial)

3.  MAILING ADDRESS 

(Include ZIP Code)

4.  WAS A REAL ESTATE CLAIM PREVIOUSLY SUBMITTED FOR EXPENSES FOR

     THIS PCS TRANSFER? 

 (X one)

YES

NO

PART II - TRANSFER INFORMATION

6.  OLD DUTY STATION LOCATION

7.  NEW DUTY STATION LOCATION

5.  YOUR NOTIFICATION DATE OF

     THIS TRANSFER 

(YYYYMMDD)

8.  TRAVEL AUTHORIZATION DATE

    

 (YYYYMMDD)

   

10. DATE REPORTED FOR DUTY AT NEW DUTY

      STATION 

 (YYYYMMDD)

    

9.  DATE TRANSPORTATION AGREEMENT SIGNED

     

(YYYYMMDD)

    

PART III - RESIDENCE INFORMATION

a.  PROPERTY AT OLD DUTY STATION

b.  PROPERTY AT NEW DUTY STATION

12. NUMBER OF DWELLING UNITS 

13. CLOSING OR SETTLEMENT DATE 

(YYYYMMDD)

14. SALE AND/OR PURCHASE PRICE

15. TOTAL EXPENSES CLAIMED

$

$

$

$

16.  SALE OF OLD RESIDENCE

 

      I certify that the amounts claimed in Part V in conjunction with the above

sale represent only amounts actually paid by me, that title to the property was in

my name and/or a member of my immediate family, and that this was my

primary residence when I was first

 definitely informed of my transfer.

EMPLOYEE CERTIFICATION(S)

a.  EMPLOYEE SIGNATURE

b.   DATE 

(YYYYMMDD)

17.  PURCHASE OF NEW RESIDENCE

  

   I certify that the amounts claimed in Part V in conjunction with the above

purchase represent only amounts actually paid by me, and that title to the

property is in my name and/or a member of my immediate family and is my new

primary residence.

a.   EMPLOYEE SIGNATURE

b.  DATE 

(YYYYMMDD)

PART IV - MANAGEMENT APPROVAL INFORMATION

       The sale expenses claimed in Part V are

approved as being reasonable in amount and

customarily paid by a seller in the locality where the

property is located.

18.  SALE EXPENSES

a.  SIGNATURE

b.  DATE

   

(YYYYMMDD)

AS CLAIMED

AS REDUCED

 (See attached memo)

c.  TITLE

       The purchase expenses claimed in Part V are

approved as being reasonable in amount and

customarily paid by a buyer in the locality where the

property is located.

19.  PURCHASE EXPENSES

a.  SIGNATURE

b.  DATE

   

(YYYYMMDD)

c.  TITLE

      Payment of this claim is approved in the amount

of:

20. PAYMENT APPROVAL BY NEW DUTY STATION

a.  SIGNATURE

b.  DATE

   

(YYYYMMDD)

$

c.  TITLE

     If amount approved is less than amount claimed, 

see attached memo.

DD FORM 1705, MAR 2000

PREVIOUS EDITION IS OBSOLETE.

2.  SOCIAL SECURITY NO.

11. COMPLETE RESIDENCE ADDRESS

      

(Include apartment number and ZIP Code)

AS CLAIMED

AS REDUCED

 (See attached memo)

[image: image11.wmf]PART V - EXPENSES INCURRED AND PAID IN SELLING RESIDENCE AT OLD DUTY STATION AND/OR PURCHASING RESIDENCE AT NEW

DUTY STATION

21. SALES/BROKER'S COMMISSION FEES:

  

The sales commission paid to a broker or real estate

       agent for selling former residence.   Includes fees for listing a residence and payment for multiple 

       listing service, when not included in the commission paid to the broker or agent

.

EXPENSE ITEM AND EXPLANATION

(1)

SALE EXPENSES FOR

FORMER RESIDENCE 

AT OLD DUTY STATION

(2)

PURCHASE EXPENSES

FOR NEW RESIDENCE AT

NEW DUTY STATION

$

22. ADVERTISING FEES

:  

Expenses paid for newspaper and other advertising when a direct sale is 

       made without using the services of a real estate broker or real estate agent

.

$

23. APPRAISAL FEE:

 

 The amount paid to a professional appraiser for establishing a suggested sale 

       price for the residence

.

$

24. LEGAL AND RELATED FEES:

  The amount(s) paid for title costs, e.g., abstract or title search, title

       examination, related notary fees, title insurance policy; costs of preparing conveyance documents and

       contracts; costs of making surveys, preparing drawings or plats when required for legal financing

       purposes; recording and transfer charges, etc.

$

$

25. MISCELLANEOUS COSTS:

  Amounts paid in connection with sale of the former residence and/or

       purchase of the new residence.  These expenses (except Item a. below) are normally paid by the

       purchaser; however, depending on local custom and practice, the seller may be required to pay some 

       of them.

$

a.  PREPAYMENT CHARGE

:  The amount required in the mortgage (or other mortgage security

     instrument) as a fee paid for loan repayment; or if not specifically required by the mortgage

     instrument, the prepayment amount paid.  The amount is limited to 3 months prevailing interest 

     on the loan balance.

 

b.  LENDER'S APPRAISAL FEE:

  The amount paid for the mortgagee or lender's charge for residence

      appraisal

.

$

$

 c.  FHA OR VA APPLICATION FEE 

$

$

 d.  CERTIFICATION FEE:

  The amount paid for any required certification as to the structural soundness

      or physical condition of the property, e.g., lender's inspection fee, pest inspection, radon test, etc., 

      if required by the mortgagee and/or lender, FHA or VA.

$

 

e.  CREDIT REPORT FEE:

  The amount paid for the credit or factual data report on the buyer, if required

      by mortgagee and/or lender, FHA or VA

 

f.  MORTGAGE TITLE POLICY FEE:

  The amount paid for mortgage, or lender's, title insurance only.  

     A mortgage insurance policy on the life of the borrower and the additional cost for an owner's title

     policy are 

NOT

 reimbursable expenses.

$

 g.  ESCROW AGENT'S FEE:

  The amount paid to an escrow agent, title, company, or similar entity 

      used to close a real estate transaction.

$

 

h.  CITY/COUNTY/STATE TAX STAMPS

$

$

 

i.   SALES OR TRANSFER TAXES; MORTGAGE TAX

$

$

26. OTHER INCIDENTAL EXPENSES:

  This includes other expenses that are reasonable and 

       customary charges or fees paid as may be authorized and not properly included in the items listed

       above.  Incidental expenses must be itemized and explained.  Attach a separate sheet, if necessary.

$

$

$

27. TOTAL COSTS INCURRED AND PAID FOR THE SALE OF THE FORMER RESIDENCE AT

      THE OLD DUTY STATION  

(C

olumn (1).  See Footnotes 1 and 3) 

28. TOTAL COSTS INCURRED AND PAID FOR THE PURCHASE OF THE NEW RESIDENCE AT

      THE NEW DUTY STATION 

(Column (2).  See Footnotes 2 and 3)

NOTE:  

Costs of insurance against damage or loss of property, maintenance and operating costs and property taxes are not reimbursable. 

Also, mortgage discounts, points, interest on loans, and losses in connection with the sale or purchase of a residence due to price or market

conditions are not reimbursable.  No fee, cost, charge, or expense is reimbursable which is determined to be a part of the finance charge under

the Truth in Lending Act, Title I, Public Law 90-321, and Regulation Z issued by the Board of Governors of the Federal Reserve System.

FOOTNOTES:

1.  The total amount of expenses which may be reimbursed is this amount, but it shall not exceed 10% of the sale price of the residence at

the old duty station.

2.  The total amount of expenses which may be reimbursed is this amount, but it shall not exceed 5% of the purchase price of a residence at

the new duty station.

3.  If property is a multiple family unit type (excluding condominium) expenses will be prorated and allowed for the employee's residence unit

only.

DD Form 1705 (BACK), MAR 2000

$

$

$

$

$

TOTAL AMOUNTS PAID

[image: image12.wmf]TRAVEL VOUCHER OR SUBVOUCHER

Read Privacy Act Statement, Penalty Statement, and Instructions on back before completing

form.  Use typewriter, ink, or ball point pen.  PRESS HARD.  DO NOT use pencil.  If more

space is needed, continue in remarks.

28. AMOUNT PAID

19. GOVERNMENT/DEDUCTIBLE MEALS

3.  FOR D.O. USE ONLY

(6)   Reimbursable Expenses

(7)   Total

(8)   Less Advance

(9)   Amount Owed

(10) Amount Due

Exception to SF 1012 approved by GSA/IRMS 12-91.

Electronic Fund Transfer (EFT)

1. PAYMENT 

15. ITINERARY

c.  SUPERVISOR SIGNATURE

17. DURATION OF TDY TRAVEL

14. HAVE HOUSEH

OLD GOODS BEEN SHIPPED?

        

(X one)

(1)   Per Diem

(2)   Actual Expense Allowance

(3)   Mileage

(4)   Dependent Travel

(5)   DLA

2. TYPE OF PAYMENT

 (X as applicable)

Member/

Employee

a. DATE

b. PLACE

(Home, Office, Base, Activity, City and

State; City and Country, etc.)

c.

MEANS/

MODE OF

TRAVEL

d.

REASON

FOR

STOP

e.

LODGING

COST

f.

POC

MILES

ACCOMPANIED

b. RELATIONSHIP

c. DATE OF BIRTH

 OR MARRIAGE

UNACCOMPANIED

 

8. DAYTIME TELEPHONE NUMBER &

     AREA CODE    

9. TRAVEL ORDER NUMBER

12. DEPENDENT(S) 

(X and complete as applicable)

11. ORGANIZATION AND STATION

10. PREVIOUS GOVERNMENT PAYMENTS/

       ADVANCES

13. DEPENDENTS' ADDRESS ON RECEIPT OF

      ORDERS 

(Include Zip Code) 

 

7. ADDRESS.

 

a. NUMBER AND STREET

b. CITY

 

4. NAME 

(Last, First, Middle Initial) (Print or type) 

5. GRADE

c. STATE

d. ZIP CODE

6. SSN

TDY

Other

a. DATE

18. REIMBURSABLE EXPENSES

b. NATURE OF EXPENSE

c. AMOUNT

d. ALLOWED

d.  COMPUTATIONS

a.  D.O. VOUCHER NUMBER

c.  PAID BY

d. DATE

a.  DATE

b.  NO. OF MEALS

20.a. CLAIMANT SIGNATURE

b. DATE

16. POC TRAVEL 

(X one)

OWN/OPERATE

PASSENGER

24. COMPUTED BY

23. COLLECTION DATA

25. AUDITED BY

26. TRAVEL ORDER

      POSTED BY

27. RECEIVED

 

(Payee Signature and Date or Check No.) 

22. ACCOUNTING CLASSIFICATION

a. NAME 

(Last, First, Middle Initial)

b.  SUBVOUCHER NUMBER

Dependent(s)

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

e.   SUMMARY OF PAYMENT

YES

NO

 (E

xplain in Remarks)

DLA

PCS

DD FORM 1351-2, MAR 2000

PREVIOUS EDITIONS OF DD FORM 1351-2 AND 1351-1

MAY BE USED UNTIL SUPPLY IS EXHAUSTED.

Split Disbursement:

a.  DATE

b.  NO. OF MEALS

Amt to Govt Tvl Charge Card  

$

 

Payment by Check

12 HOURS OR LESS

MORE THAN 12 HOURS

BUT 24 HOURS OR LESS

MORE THAN 24 HOURS

21.a. APPROVING OFFICER SIGNATURE

b. DATE

ENTER YOUR 9 DIGIT BANK ROUTING NUMBER

CHECKING  ______ SAVINGS  ________    ACCOUNT NUMBER _______________________________________

You must file a voucher (1351-2 (Travel Voucher or Sub Voucher)) to settle each advance before receiving any additional advances.  Please mail or fax this advance request form and a copy of your PCS orders to your servicing DFAS Travel Office.

Signature ___________________________       Date _________________________

An Advance of funds is treated as a short term loan, and will be recouped from processed allowable entitlements (settlement claims) and directly from the traveler as applicable, until collected in full.

PRIVACY ACT STATEMENT: AUTHORITY: 5 USC 5701, 37 USC 404-427, and EO 9397.  PRINCIPAL PURPOSE (S): Used for reviewing, and determining the amount of an authorized travel advance.  SSN is used to maintain a numerical identification system for individual requests.  ROUTINE USE: To substantiate a request for advance payment of official travel.  DISCLOSURE:  Voluntary; however, failure to furnish information requested may result in total or partial denial of amount claimed.  AN ADVANCE MUST NOT BE PAID MORE THAN 10 DAYS BEFORE TRAVEL BEGINS.  SUBMISSION OF A TRAVEL VOUCHER TO SETTLE THIS ADVANCE IS REQUIRED BEFORE ADDITIONAL ADVANCES ARE PAID AND UPON COMPLETION OF TRAVEL.














This suggested format is for use in summarizing and claiming daily actual subsistence expenses incurred during occupancy of temporary quarters incident to a transfer.

CLAIM FOR:  Temporary Quarters Subsistence Expense Allowance (TQSE) or

Foreign Transfer Allowance Subsistence Expense (FTASE)

Submit with Travel Voucher or Subvoucher (DD Form 1351-2)

Employee Name:


  
SSN:



Grade:

Date Reported for Duty: 

     Date TQSE/FTASE Began:

New PDS:

     Date Vacated Old Residence:

     Employee:    _______________________

     Dependents:  _______________________

     Date Occupied New Residence:

     Employee:   _______________________

     Dependents: _______________________

Name(s) of Dependent(s) Included in Claim:

(Show only eligible members of family included in travel authorization)

     1.  _______________________________

     2.  _______________________________

     3.  _______________________________

     4.  _______________________________

     5. _______________________________

     6. _______________________________

     7. _______________________________

     8. _______________________________

INSTRUCTIONS:

1.  All expenses are to be itemized and only actual expenses claimed.  Home meal cost is accumulated and averaged for all meals prepared at home.

2.  If claimed expenses are for temporary quarters occupied at different locations by the employee and dependent(s)m, use separate expense itemization sheets for each location.  Payment for temporary quarters occupied at other than the old or new PDS location must be justified to, and approved by, the order-issuing official.

3.  If other claims are made for temporary quarters expenses in connection with this PCS move, explain.  Attach copies of vouchers for paid claims.

4.  If a separate claim was made for PCS travel from old to new PDS, explain.  Attach copies of vouchers for paid claims.

5.  If official TDY was performed during the TQSE or FTASE reimbursement claim period, explain.  Attach copies of vouchers for paid claims.

6.  Occupancy of permanent quarters occurs when the employee or any member of the family occupies the permanent quarters.

7.  Receipts are required for quarters expenses, laundry and dry cleaning costs (other than when coin operated facilities are used) or any single expense of $75 or more.  If applicable, attach copy of lease.

________________________________________________________________________________________________________________

Remarks or Explanations:

__________________________________________________________________________________________

Employee Signature_______________________       Date _________________    
	DAILY ITEMIZATION OF CLAIMED TQSE OR FTASE EXPENSES


	Date
	Lodging

Location
	Cost
	Employee

(s)
	Depn

(s)
	MEAL COSTS*  (INCLUDE Tips)

B’fast
	Meal COSTS*  (Include Tips)

Lunch
	Meal COSTS*  (Include Tips)

Dinner
	Laundry and Dry Cleaning

Cost


	Laundry and Dry Cleaning

Other
	Daily Total

Amount of Claim
	DO NOT USE 

FOR 

D.O.

USE

ONLY


	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


*Show “C” for each commercial meal consumed and “H” for each home prepared meal consumed.






1st 30 Days   =   $_________________






2nd 30 Days   =   $ ________________




            Additional 60 Days       =        $ _______________

	




STATEMENT FOR REIMBURSEMENT OF

MISCELLANEOUS EXPENSE

A Miscellaneous Expense Allowance is payable to you when a PCS is authorized or approved, provided an appropriate transportation agreement has been signed.  The maximum itemization entitlement payable is limited to the base pay of a GS-13 step 10.  You must have discontinued and established a residence in connection with the change of station, regardless of where the old or new duty station is located.  You are required to certify on the voucher or by completing this form that you have discontinued your residence at the old permanent duty station (PDS) and have established a residence at the new PDS.  For computation purposes, please attach a copy of your most recent Leave and Earnings Statement.

Minimum Amount allowable:

 Without receipts:

$500 or the equivalent of 1 week's basic compensation, whichever is the lesser amount, for an employee without dependents

$1000 or the equivalent of 2 week's basic compensation, whichever is the lesser amount, for an employee with dependents

Rate Increase effective date: 19 February 2002

PCS Moves with effective date of orders prior to 19 February 2002, will be paid using the old MEA rates: $350 W/O Dependents & $700 W/Dependents.

Maximum with receipts:

Employee's basic salary rate of 1 week (without dependents)

Employee's basic salary rate for 2 weeks (with dependents)

I certify that I have vacated my residence at my old permanent duty station and have established a residence at my new permanent duty station and I am claiming (Select an option below)

___  Reimbursement of non-itemized miscellaneous expenses for                                                                                                                

        (A)  ___  myself  

        (B)  ____myself and my dependents.

OR

___Reimbursement of itemized miscellaneous expenses for

(A) ____myself

(B) ____myself and my dependents

_____________________________     _____________     _________

Employee's Signature                               Grade/Step                   Date

**   If an itemized claim is made, receipts, paid bills or other acceptable evidence justifying the entire amount must be submitted to support the claim.  Itemization requires the Travel Approving Official to approve the claim by signing the travel voucher in block 21a.


Relocation Income Tax (RIT) Allowance Status Certification Form

Relocation Income Tax (RIT) Allowance

Status Certification Form


I certify that the following information, which is to be used in calculating the RITA 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 the 
tax year.

Gross compensation as shown on attached W-2 forms and, if applicable, net earnings (or loss) from self-employment income shown on attached Schedule SE (Form 1040):

1099 for military retirement only can be included as income; interest and dividends are not applicable to the RITA entitlement.    





    Forms W-2          Form 1099            Schedule SE

Employee                                                  $________           $__________         $__________ 

Spouse (if filing jointly)                           $_________         $__________         $__________       

TOTAL (Both columns)                          $_________         $__________         $__________ 

Filing status:________________________________________________

(Specify the filing status items that are claimed on IRS Form 1040.)


Marginal tax rates from JTR Tables on pages C16-19, C16-20, and C16-22 and local tax tables derived under procedures prescribed in the JTR:

Federal Tax rates are updated yearly by GSA, and input to the Travel Processing System

States (specify which states are owed tax):   _________________      _________________

Locality (specify which and what percentage): _________________      _________________


The above information is true and accurate to the best of my knowledge.  I (We) agree to notify the appropriate DOD component official of any changes to the above (i.e., from amended tax returns, tax audit, etc.) so that appropriate adjustment to the RITA 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 par. C4001-A is violated, the total amount of the RITA will become a debt due the U.S. Government and will be repaid in accordance with the provisions of par. C16011.

Employee Signature ______________ Date __________ Signature of Spouse ________________Date__________


                                                                                 (if filing jointly)

If 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 include only the employee's earned income.  This condition will not apply if an employee is allowed, under IRS rules, to file a joint return as a surviving spouse.

RITA SUPPORTING DOCUMENTATION/VERIFICATION.  

All Travel claims submitted to our office are required to have a reviewer's signature.

The claim for the RITA shall be supported by documentation attached to the voucher and by verification of State and local tax obligations as provided below:


Copies of the appropriate IRS Forms W-2 and, if applicable, the completed IRS Schedule SE (Form 1040) shall be attached to the voucher to substantiate the income amounts shown in the certified statement.  Employee (and spouse, if filing jointly) must agree to provide additional documentation to verify income amounts, filing status, and State and local income tax obligations if requested by the DOD component. 

Travel Requirements for filing a RIT allowance claim:

· 1351-2 voucher, claiming the RIT allowance in reimbursable block.(page 51)

· Completed and signed RIT allowance certification form. (pages 48-49) 

· All earned income W-2s, based on IRS filing status. 

· 1614 travel order and any amendments. 

Submission options:

1. You may mail a legible claim, (2)copies of all documents are required, to the address below:

DFAS-IN

TRAVEL OPERATIONS/ DEPT. 3700

ATTN: PCS BRANCH

8899 E 56TH STREET

INDIANAPOLIS, IN 46249-3700

2. You may fax a legible copy to: 317-510-3913

3. You may scan and e-mail a legible copy to this address: 

DFAS-INTRAVELPAYSERVICESPCS@DFAS.MIL
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