OFFICE OF THE TREASURY INSPECTOR GENERAL

FOR TAX ADMINISTRATION

DATE:  January 1, 2011

40.4 Relocation Policy
40.4.1 Introduction

The General Services Administration (GSA) established the Federal Travel Regulation (FTR), 41 C.F.R. Part 302, which provides guidelines for relocation travel within the Federal government.   FTR Chapter 302, Relocation Allowances, addresses many of the issues which agencies face when implementing rules and regulations in regard to relocation travel and provides guidelines that must be followed when implementing agency policies.
40.4.2 Purpose
The purpose of this policy is to identify the criteria for determining when a reassignment may be determined to be in the best interest of TIGTA and the Federal government and agency responsibilities in applying the policy to determine which relocation allowances will be authorized.    
This relocation policy supplements the relocation policy issued by the Bureau of Public Debt (BPD), Administrative Resource Center (ARC), and Travel Services Division.  We will periodically evaluate this policy to ensure that this policy is of value to TIGTA and its employees.  

40.4.3 Background

Currently, TIGTA employees adhere to rules and regulations set forth in the FTR and  those established by BPD, ARC, and the Travel Services Division.  TIGTA works closely with BPD to ensure that the relocation process for TIGTA employees goes as smoothly as possible.  This policy will allow TIGTA employees and managers to plan  reassignments more effectively by  providing information about the mandatory and discretionary allowances to enable more informed decisions  during the  relocation process.  
40.4.4 Scope
In an effort to maintain a highly skilled workforce and meet workload requirements, it may be necessary at times to reassign TIGTA employees in the best interest of TIGTA and the Federal government.  This policy applies to reassignments to a duty station at least 50 miles from the current duty station.  
There are 7 mandatory and 6 discretionary allowances
 available to Federal employees who have been approved for reassignment.  
Once a reassignment has been approved, employees are entitled to the mandatory relocation allowances under the FTR.

Note:  The payment of any relocation allowances is dependent upon availability of funds.
40.4.5 Authorities     
· 5 U.S.C. § 5724 and 5724a
· Federal Travel Regulations (FTR), 41 C.F.R. Part 302- Relocation Allowances 
40.4.6 Applicability

Relocation allowances are only authorized when the reassignment is primarily in the best interest of TIGTA and the Federal government.    

40.4.6.1 Involuntary Transfers.  Involuntary transfers, including those where the employee is transferred/reassigned because of a reduction in force, cessation, transfer of function, or management-directed reassignments, are in the best interest of the government.  When there are insufficient well-qualified candidates in a commuting area, and/or an employee possesses unique skills, or is otherwise necessary to accomplish the mission of the agency effectively and economically, the reassignment of an employee would be in the best interest of the government.  The cost effectiveness of authorizing relocation expenses must be considered, and management should weigh the rights of the employee against the careful use of appropriated funds.  The Approving Official must make a specific determination as to whether a particular assignment is in the best interest of the government, the appropriate mode of transportation, whether relocation allowances are authorized, and, if so, which relocation allowances are authorized, as well as the appropriate accounting method.  These determinations may not be arbitrary and capricious and the Approving Official must document the determinations in writing.  For a transfer that is at an employee’s request or otherwise primarily for the convenience or benefit of an employee is, therefore, not in the benefit of the government and relocation allowances are not authorized.  Generally, if the employee's transfer is in the interest of the government, the employee is eligible for mandatory relocation allowances if the new duty station is located at least 50 miles from the current duty station. Even when the two duty stations are located at least 50 miles apart, however, management may deny relocation expenses on a case-by-case basis provided there is strong justification to do so. For example, if the employee's home is located at an intermediate point between the current and the new duty stations, it is reasonable, in assessing whether benefits should be authorized, for management to take into account the extent to which the employee's commute in terms of distance, time and cost is adversely affected by the transfer. 
40.4.6.1.1 Management-directed reassignment:  A management-directed reassignment of an employee to another position within the same function or between functions.  Management-directed reassignments may be within or outside the employee’s local commuting area.  This involuntary reassignment is in best interest of TIGTA and the Federal government.  The employee selected for reassignment must be given a written notice of their reassignment.  The written notice must be signed by the employee’s manager and function head.  Figure 1 below specifies the timelines for notifying employees.
The time period may be adjusted in individual situations based upon the employee's individual circumstances and/or the office involved but only after consultation with the employee.  Emergency circumstances shall be taken into account in determining whether the period of advance notice is reasonable.
Figure 1 - Relocation Notification Timetable

	
	If the reassignment:
	A written notice must be provided to the employee at least:

	1
	is within the employee’s current place of duty (POD) and requires no geographic relocation.
	2 weeks in advance of the reassignment.

	2
	Is to another location 50 miles or more from the employee’s current POD and involving a geographic relocation.
	120 days in advance of the reassignment.


Relocation expenses may be paid to an employee for a management-directed reassignment to another location 50 miles or more from the employee’s current POD.

The reassignment must be coordinated with the employee’s manager, function head, Human Capital, Finance and Accountability, BPD/ARC, and the Office of Chief Counsel.  After all issues concerning the reassignment are resolved, the gaining (new) manager of the employee being reassigned must submit a request for personnel action in HR Connect to BPD/ARC to initiate the reassignment.

An employee may contact TIGTA’s relocation coordinator for information regarding specific relocation allowances.  

40.4.6.2 Voluntary Transfer.  If an employee requests a reassignment, whether in or outside of their current commuting area and the reassignment is approved, relocation costs will not be paid because the move is considered to be for the benefit and convenience of the employee. TIGTA will not pay relocation expenses for employee-initiated reassignments, including hardships.

40.4.6.2.1 Employee-Initiated reassignment:  A reassignment within the same function or between functions resulting from a request by an employee to be reassigned for hardship or other personal reasons.  Employee-initiated reassignments may also be within or outside the employee’s local commuting area.  This reassignment is voluntary and for the employee’s own convenience, hardship, or other personal reasons.  Before a manager can approve an employee’s request for reassignment, the manager must ensure that there is sufficient work at the same grade level and job series in the requested location.  

The employee requesting reassignment must submit a written request to his/her manager containing:
 

· The nature of the hardship or personal request, and if applicable, an explanation how the reassignment would alleviate the hardship: and
· A signed statement acknowledging that he/she is aware of the fact that TIGTA/Federal government will not pay for any relocation allowances.  
If the employee can demonstrate that the reassignment can alleviate his/her hardship, or the employee voluntarily requests to be reassigned due to personal reasons other than hardship, and there is no reason to deny the request, the employee’s request for reassignment shall be granted.
The requesting employee’s current and future managers may engage in discussions concerning the reassignment of the employee by mutual agreement.  If both managers agree to the conditions of the reassignment, the reassignment may proceed.  If the managers cannot come to an agreement, final approval or decision will be obtained from the Principal Deputy Inspector General or the appropriate function head.   

The current (losing) manager of the employee approved for reassignment will prepare a memorandum (including all documentation) for the concurrence of the employee’s new (gaining) manager, function head, and Director, Human Capital.
Denial of an employee reassignment request is not an appealable action under TIGTA’s grievance procedures.

40.4.6.2 Service Agreement.  Employees must be notified that acceptance of relocation expenses in connection with any reassignment will result in a 12 month government service obligation. If the employee fails to satisfy this obligation, TIGTA may initiate a collection action to recoup from the employee all relocation expenses paid.      
40.4.7 Notification of Reassignment.  Once the employee has been notified that he/she has been approved for a management-directed reassignment, it is the employee’s responsibility to complete a Request for Employee Relocation form and submit it to: Support Services, Attn: Relocation Coordinator, TIGTA, HQ, 1125 15th Street NW, Suite 700A, Washington, DC  20005.  The Support Services, Relocation Coordinator will ensure that the form is properly completed and forwarded to Finance and Accountability and the employee’s Approving Official for approval.  If approved, the relocation coordinator will forward the form to BPD for further processing.  BPD will process the employee’s Relocation Authorization (RA).  The employee must have the approved RA before he/she may relocate to his/her new POD.  If the employee’s home is located at an intermediate point between the current duty station and the new duty station, the employee must attach a statement to the Request for Employee Relocation form which provides sufficient information for the agency to determine the extent to which the employee’s commute in terms of distance, time and cost, will be adversely affected by the transfer. 
40.4.8 Relocation Allowances:  The payment of relocation allowances is authorized under 5 U.S.C. §§ 5724 and 5724a for relocation expenses incurred by an employee who has been approved for reassignment from one POD to another in the best interest of TIGTA and the Federal Government.
The employee’s RA will list specific allowances that the employee is authorized and procedures that the employee must follow in order to receive relocation allowances.  In order for the employee to receive reimbursement, after the employee has completed his/her relocation process, he/she must complete and sign a relocation voucher listing expenses incurred during his/her relocation.  Before any reimbursements are made, this voucher must be signed by the employee’s manager or a designated approving official.
Falsification of a relocation voucher is subject to disciplinary action, up to and including removal from the Federal service.  See Chapter (600)-70.8 and Exhibit 70-3.
40.4.9  Mandatory and Discretionary Relocation Allowances:  According to the FTR §302-3.101, there are 7 mandatory relocation allowances that must be paid by the agency, and 6 discretionary relocation allowances that may or may not be paid by the agency.  
TIGTA will pay for all of the mandatory allowances for involuntary reassignments.    And, depending on the availability of funds, TIGTA may pay for the discretionary allowances listed below on a case by case basis, giving consideration to the ease of administration, costs, and appropriate reimbursement method.  See Figure 2, Table A
If two Government employees from the same household are being transferred to the same POD in the interest of the Government, the relocation allowances apply either to each employee separately and the other is not eligible as an immediate family member or only one of the employees is considered as head of the household and the other is eligible as an immediate family member of the first employee, at the election of the employee.  When separate allowances are authorized, duplicate reimbursement for the same claimed relocation expenses will not be paid.     

Figure 2
	Table A: Transfer Between Official Stations in the Continental United States (CONUS)  

	FTR Chapter 302 

Column 1—

Relocation allowances that agency must pay or reimburse 
	Column 2— 

Relocation allowances that agency has discretionary authority to pay or reimburse 

	(1) Transportation & per diem for employee & immediate family member(s). FTR Part 302-4 
	(1) Househunting per diem & transportation, employee & spouse only. FTR Part 302-5 

	(2) Miscellaneous moving expense. FTR Part 302-16  
	(2) Temporary Quarters Subsistence Expense (TQSE). FTR Part 302-6 

	(3) Sell or buy residence transactions or lease termination expenses. FTR Part 302-11 
	(3) Shipment of privately owned vehicle (POV).  FTR Part 302-9 

	(4) Transportation & temporary storage of household goods. FTR Part 302-7 
	(4) Use of a relocation services company. FTR Part 302-12

	(5) Extended storage of household goods.  FTR Part 302-8
	(5) Property management services. FTR Part 302-15 

	(6) Transportation of a mobile home or boat used as a primary residence in lieu of the transportation of household goods.  FTR Part 302-10 
	(6) Home marketing incentives. FTR Part 302-14 

	(7) Relocation Income Tax Allowance (RITA). FTR Part 302-17 
	


40.4.10 Service Agreements:  All TIGTA employees accepting a transfer must sign a 12 month service agreement.  TIGTA will only authorize relocation expenses after the employee signs the service agreement.  At minimum, the service agreement should include:
· The employee’s name;

· The employee’s effective date of transfer or appointment;

· The person’s actual place of residence at the time of appointment;

· The name of all dependents that are authorized to travel under the RA;
· Detailed information regarding the employee’s obligation to repay funds spent  on his/her relocation as a debt due the Government if the services agreement is violated;

· The employee’s agreed period of time to remain in service; and

· The employee’s signature accepting the terms of the agreement.

40.4.11 Travel Expenses (Mandatory Allowance):  TIGTA employees who have been selected for reassignment and their immediate family members are eligible for subsistence and transportation allowances for relocation travel.  

40.4.11.1 Per Diem (Mandatory Allowance):  The per diem for relocation travel between the old and new POD will be at the standard CONUS rate.  The maximum amount that the employee’s spouse and family members who are 12 years old or older may receive if they accompany the employee in the process of relocating from one POD to another is three-fourths of the daily per diem rate.  The employee’s immediate family members who are younger than 12 years old will receive one-half of the per diem rates.  If the spouse travels unaccompanied at a different time, he/she will receive the same per diem rate as the employee.  

Information pertaining to per diem rates can be found at: www.gsa.gov.   
40.4.11.2 POV Mileage Rates:  The mileage reimbursement rate is the same as the moving expense standard-mileage rate established by the Internal Revenue Service (IRS) for moving expense deductions.  GSA will publish the rate for mileage reimbursement in an FTR Bulletin on an intermittent basis to coincide with the rate changes published by IRS.  Current information in regards to mileage rates can be found in the GSA website identified above.

There are specific instances where higher mileage rates, not to exceed the maximum rate set, may be allowed.  For instance:

· The employee is expected to use the POV on official business at the new official duty station;

· The common carrier rates for the facilities provided between the old and new official stations, the related constructive taxicab fares to and from terminals, and the per diem allowances prescribed under the FTR  justify a higher mileage rate as more advantageous to the Government as determined by TIGTA; or

· The costs of driving the POV to, from, or between, official stations located outside CONUS justify a higher rate as more advantageous to the Government.

When using a POV to travel from one POD to another, the employee is expected to drive a minimum distance of 300 miles per calendar day unless circumstances beyond his/her control prevent him/her from doing so.  If the employee is unable to drive the minimum distance required because of circumstances beyond his/her control, he/she must present a statement on the travel voucher explaining the circumstances that caused the delay.  Authorization by the approving official is required for any exception to the daily minimum driving distance.

If the employee plans to use more than one POV to travel to the new POD, he/she must receive authorization from his/her immediate supervisor and Approving Official.  Claims may not be submitted for reimbursements of more than two POVs.  

The employee is not authorized to ship POVs to the new POD at government’s expense unless his/her immediate family member(s) have a disability which prevents them from driving.  Medical documentation validating the disability must be provided to the employee’s manager and/or authorizing official before the POV(s) is shipped.  The employee may not ship more than two POVs at the government’s expense.   

40.4.12 House Hunting Trip (Discretionary Allowance):  The house hunting allowance is considered to be a discretionary relocation allowance.  See Figure 1, Table A     

The employee may be eligible for a house hunting trip allowance if being reassigned to a POD located 50 miles or more away from the current POD.  Use of this allowance may be authorized in certain circumstances indicating that the trip is needed, but should only be used minimally; other more economical arrangements may be available.  This allowance is not authorized merely to assist the employee in deciding whether to accept the transfer.   
The purpose of the house hunting trip is so that the employee and spouse can find suitable, permanent living quarters at the new POD in order to expedite their move, and minimize or eliminate the amount of time spent in temporary quarters. 

The house hunting trip must be performed before relocating to the new POD.  Only the employee and/or the spouse are authorized to perform a house hunting trip.  They are authorized only 1 round trip for each particular reassignment.  They can perform separate house hunting trips; however, the cost may not exceed the amount that the trips would have cost if they performed the trips together.  Their combined trip(s) may not exceed 10 calendar days.

The employee may begin his/her house hunting trip as soon as the agency has notified him/her of the reassignment and issued a relocation authorization for a house hunting trip.  However, if the employee is selling a house at the current POD, he/she should be encouraged to wait until he/she receives a current appraisal for the current residence so that he/she can determine what price range to consider during the house hunting trip.  

The employee must complete the house hunting trip by the day before reporting to the new POD.  The spouse’s house hunting trip must be completed the day before the family relocates or within a 2-year period from the effective date of the transfer or appointment, whichever is earlier.

If authorized to receive reimbursement for house hunting transportation expenses, the employee must itemize transportation expenses and provide receipts, as required by the CFR, and FTR Parts 301 and 302.  
40.4.13 Temporary Quarters Subsistence Expense (TQSE) Allowance (Discretionary Allowance):  TQSE allowance is considered to be a discretionary relocation allowance.  See Figure 1, Table A   
Eligibility for TQSE allowance is based on the employee being reassigned to a POD which is located 50 miles or more away from the current POD.  The TQSE allowance is intended to reimburse the employee for subsistence expenses that are incurred while occupying temporary quarters.  TQSE will not be authorized for vacation purposes, where the need for the allowance is due to the action or inaction on the part of the employee, e.g., if the employee delays accepting the transfer or where the employee had an adequate opportunity to arrange for permanent quarters, or for reasons unrelated to the transfer.  Pre-authorization is required.  The Approving Official should give consideration to less expensive alternatives.    
40.4.13.1 TQSE Allowance:  TQSE allowance is an expense incurred by the employee and/or his/her family while living in temporary quarters and in the process of finding permanent quarters.  Only the employee and his/her immediate family may occupy the temporary quarters at the Government’s expense.    

40.4.13.2 Reimbursement for TQSE:  If TQSE is authorized, the employee must document and itemize each expense and retain receipts for verification of expenses incurred in order to be adequately reimbursed.  If temporary quarters become permanent quarters, the employee may be reimbursed for TQSE only after proof is provided that the initial intent was to temporarily occupy the quarters.

The maximum time that the employee and/or his/her family will be reimbursed TQSE for use of temporary quarters is 30 days.  Extensions may be granted on a case-by-case basis, provided the Approving Official determines there is a compelling reason to extend the TQSE, but under no circumstances will the TQSE be extended for more than a total of 120 consecutive days.  The employee must submit the reason(s) for requesting an extension in writing which must be approved by his/her manager and function head.

Immediate family members who are 12 years old or older will receive three-fourths of the TQSE and immediate family members who are younger than 12 years old will receive one-half of the TQSE.  If the spouse occupies temporary quarters in lieu of the employee, or occupies temporary quarters in a different location, he/she will receive the same TQSE as the employee.  

Reimbursement of local transportation expenses incurred while occupying temporary quarters is not authorized.  

40.4.14 Transportation and Temporary Storage (TTS) of Household Goods (HHG) (Mandatory Allowance):  Transportation and Temporary Storage of Household Goods allowance is considered to be a mandatory relocation allowance.  See Figure 1, Table A   
Employees are eligible for TTS of HHG allowance if they are being reassigned to a POD which is located 50 miles or more from their current POD.  Claims for any loss or damage to HHG are pursuant to 31 U.S.C. §§ 3721-3723.   
40.4.14.1 Transportation and Temporary Storage of Household Goods Allowance:
TTS of HHG allowance is used to reimburse expenses incurred for the shipment and storage of household goods while seeking permanent quarters at the new POD.  The employee’s HHG may be placed in storage at origin, in transit, at the destination, or any combination thereof.  Temporary storage of household goods for a specific location shall not exceed 90 days.  However, if the employee requests to have his/her temporary storage of HHG extended, he/she must provide a written justification as to why an extension is being requested.  If the employee’s manager and function head are satisfied with the justification, they may authorize an additional 90 days.  Temporary storage of the employee’s household goods may not exceed 180 days. 
 
40.4.14.2 HHG Weight Limits:  The maximum weight allowance of HHG that may be shipped or stored at the government’s expense is 18,000 pounds net weight.
  The 18,000 pounds net weight limit may not be increased.  However, if professional books, papers and equipment (PBP&E) must be shipped and the items will cause the shipment to exceed the 18,000 pounds net weight limit, the PBP&E may be shipped to the employee’s new POD as an administrative expense which shall be paid for by the employee’s function.  Approval from the employee’s manager and Finance and Accountability must be obtained prior to having his/her PBP&E shipped.  The Approving Official must determine that the PBP&E is in the best interest of the government, i.e., are necessary for the performance of the employee’s duties at the new duty station and would have to be obtained at Government expense if not transported.  

40.4.14.3  Transportation of Mobile Homes and Boats:  The employee may have a mobile home or boat transported to the new POD if the mobile home or boat will be used as his/her primary residence.  The amount of shipping the mobile home shall not exceed the cost the government would incur for the transportation of the employee’s HHG and 90-days of temporary storage.  The employee must prepare a letter which must be signed by his/her manager and function head certifying that the employee and the immediate family will use the mobile home or boat as the primary residence.  TIGTA may assume responsibility for the cost of preparing and transporting the mobile home or boat.  However, the employee is responsible for contacting a commercial carrier and arranging to have the mobile home or boat transported.  The employee must contact BPD and ask to speak to a relocation coordinator to determine what the allowable costs will be for having his/her mobile home or boat transported.  

The mobile home or boat may be transported overland within CONUS, within Alaska, and through Canada en route between Alaska and CONUS or through Canada between one CONUS point to another.
 The costs of preparing a mobile home located outside Alaska or CONUS for movement or the cost of resettling outside Alaska or CONUS are not allowed.

See FTR § 302-10.200 as to allowable costs when a commercial carrier transports a mobile home or boat overland or over water.

40.4.15 Residence Transaction Allowance (Mandatory Allowance):  If the employee occupies a residence at the time of reassignment, the employee may receive allowances for expenses incurred for the sale of the current residence, to include mobile homes (i.e., trailer, boat), and/or expenses incurred for the purchase of a residence at the new POD. The employee may also receive allowances for settlement expenses for a lease which has not expired on the residence; or, mobile home lot which is used as a permanent residence at the current POD.  

40.4.16  Guaranteed Home Sale Program (GHSP) (Discretionary Allowance) – Home Marketing Incentives):  Under the GHSP, a relocation services company purchases the transferred employee’s resident at fair market value and then markets and sells the resident.  
In order to receive approval to use the GHSP, the employee must show proof that he/she tried to sell the home through a licensed broker for a fair market value, and, for whatever reason, was not able to secure a sale.  The employee must also provide proof that the home has been on the market for the following amount of days:

                                                           Number of Days that the Employee’s 

            Reporting Date                             Home must be on the Market

               60 Days                                                     50 Days

               90 Days                                                     80 Days

             120 Days                                                   110 Days

The employee’s manager, approving official, and the Director, Finance and Accountability, must approve the employee’s request to participate in the GHSP.

The maximum amount that TIGTA will pay for home sale services under the GHSP is $350,000.00.  The employee is responsible for all home sale services that exceed $350,000.00.  In no instance shall the $350,000.00 limit be exceeded, except in instances where there are insufficient well-qualified candidates in the commuting area to fill a vacancy.  In such instances, TIGTA may pay up to $450,000.00 for home sale services.

If at least two reasonable offers are made, but the employee chooses not to accept any of them, participation in the GHSP program will be denied, and the employee will be responsible for all home sale services rendered.

Note:  The GHSP is a discretionary allowance and is not part of the Basic Relocation Package.  

40.4.17 Withholding Tax Allowance (WTA):  The withholding tax allowance is an allowance which is added to taxable reimbursements prepared throughout the year to offset the estimated Federal income tax withholding liability.
40.4.17.1 Relocation Income Tax (RIT) (Mandatory Allowance):  The employee is authorized a relocation tax allowance to cover the estimated additional tax liability resulting from moving expense reimbursements not already covered by WTA. 
Detailed information pertaining to RIT and WTA can be found in the FTR r § 302-17.1.
40.4.18 Miscellaneous Moving Expense (MME) (Mandatory Allowance):  The purpose of the MME allowance is to absorb some of the costs (e.g., disconnecting/connecting appliances at the old and new POD; deposits of fees not offset by eventual refunds) that are incurred due to the relocation.  The employee may be reimbursed for up to $500.00 or one week’s basic gross pay, whichever is the lesser amount, if the employee has no immediate family members relocating with him/her; or up to $1000.00 or two week’s basic gross pay, whichever is the lesser amount, if the employee has immediate family members relocating with him/her.
Reimbursement for MME shall not exceed the amounts prescribed above.  
40.4.19 Advance Funds:  The employee may be authorized advance funds to pay for some of the relocation expenses.  For more information, please contact TIGTA’s relocation coordinator at (202) 927-7031.    

40.4.20 Relocation Allowances for New Appointees:  When authorized by TIGTA management and the Director, Finance and Accountability, depending on the availability of funds, new appointees may be entitled to reimbursement of certain expenses incurred in moving to their first POD.  Under FTR Part 302-3, new appointees may be reimbursed for travel expenses to the new POD, including per diem, transportation cost or mileage, and transportation and temporary storage of household goods.
TIGTA may not reimburse a new appointee the discretionary relocation allowances even if these costs were incurred during the employee’s transfer.  However, once the decision is made to reimburse relocation expenses, all mandatory relocation allowances must be reimbursed.  Employees will be reimbursed for actual expenses only.
Per Diem is not allowed for the immediate family members of an employee who is assigned to a POD outside of CONUS and is returning to his/her place of residence for separation, a new appointee, or an employee under the Government Employees Training Act (GETA), 5 U.S.C. § 4109. 
New appointees and employees assigned under GETA) are not eligible for a house hunting trip expense allowance. 
New appointees employees assigned under GETA , and employees returning from an overseas assignment for the purpose of separation are not eligible for TQSE allowance. 
40.4.21 Relocation Allowances for Political Appointees:  Political Appointees who are new to the Federal government are entitled to the same relocation allowances as new appointees (See 40.4.20 of this policy).

Political appointees who are currently in the Federal government are entitled to all of the relocation allowances (mandatory and selected discretionary) outlined in this policy.
40.4.22 Relocation Forms:  Relocation forms can be found on BPD’s website.  If you need assistance, please call TIGTA’s Relocation Coordinator at 202-927-7031.
Definitions and Acronyms

Approving Official is an employee with authority, delegated by the agency, to approve or direct relocation travel for official Government business.  
BPD – Bureau of Public Debt

Continental United States (CONUS) is the 48 contiguous States and the District of Columbia.

En Route Travel is the travel between the old and new official stations.

Extended Storage is the storage of household goods while an employee is assigned to an official station or post of duty to which he/she is not authorized to take or unable to use the household goods or is authorized in the public interest.  Also referred to as nontemporary storage.
FTR Federal Travel Regulations

Function Head is an individual who is responsible for a specific function(s) within an organization.

Gaining Manager is the manager that gains an employee.
GETA Government Employees Training Act.
Government Employees Training Act (GETA) provides Federal agencies general authority for employee training.

Guaranteed Home Sale is home sales based on appraised or amended value. The employee has the benefit of a guaranteed offer (GO) for his/her home residence.

Home Sale Programs:

Appraised Value is a contract of sale extended to a relocating employee from the relocation company to buy the employee’s property based upon the average of a specific number of appraisals.

Amended Value Sale occurs when the relocating employee receives a bona-fide offer from a qualified buyer. The guaranteed offer is amended the relocation services company purchases the property at an outside bona fide offer from a qualified buyer. The guaranteed offer may be amended to purchase the residence from the employee for the outside sales price. 
Amend-from-Zero Sale occurs when the employee receives a bona-fide outside offer prior to the completion of the appraisal process. Since there is no guaranteed purchase offer, the relocation company amends from zero to match the outside offer. The value of the home is established by the buyer offer, not the appraised value or guaranteed offer from the relocation services company.

Buyer Value Option (BVO) is a variation of the Amended Value transaction and can be structured in numerous ways.

Direct Reimbursement is the program where the employer reimburses some or all home-sale expenses incurred by the employee.

Household Goods (HHG) is property, unless specifically excluded, associated with the home and all personal affects belonging to an employee and immediate family members on the effective date of the employee’s change of official station orders (the day the employee reports for duty at the new official station) that legally may be accepted and transported by a commercial HHG carrier.

Househunting Trip is a trip made by the employee and/or spouse to a new official station locality to find permanent living quarters to rent or purchase.
Losing Manager is the manager who will be losing the employee.

Miscellaneous Expense is the cost associated with discontinuing the residence at the old official station, and/or establishing a residence at the new official station.
Official Duty Station or Permanent Duty Station (PDS) is the local metropolitan area of the employee's permanent office or office of record. 

Per Diem Allowance is a daily allotment to an employee for lodging, meals, and related incidental expenses. The per diem allowance does not include transportation expenses and other miscellaneous travel expenses.

Permanent Change of Station Travel (PCS) is travel and other relocation expenses involved in the permanent change of an employee’s official duty station.
POD Place of Duty
Privately Owned Vehicle (POV) is any vehicle such as an automobile, motorcycle, aircraft, or boat operated by an individual that is not owned or leased by a Government agency, and is not commercially leased or rented by an employee under a Government rental agreement for use in connection with official Government business.
Professional Books, Papers, and Equipment (PBP&E) are the items in the employee’s possession that are needed by the employee in the performance of his/her official duty. 

Relocation Income Tax Allowance (RITA) is authorized to reimburse eligible transferred employees for substantially all of the additional Federal, State, and local income taxes incurred by the employee, or by the employee and spouse if a joint tax return is filed, as a result of certain travel and transportation expense and relocation allowances which are furnished in kind, or for which reimbursement or an allowance is provided by the Government.
Relocation Travel is travel and other relocation expenses involved in the temporary and permanent change of an employee's official duty station. 

Residence is the location from which an employee commutes daily to his/her official duty station. 

Temporary Change of Station (TCS) is the relocation to a new official station for a temporary period while performing a long-term assignment, and subsequent return to the previous official station upon completion of that assignment.
Temporary Duty Station (TDS) is the location away from the official duty station where the employee is temporarily on official business.

Temporary Duty (TDY) Travel is travel by an employee on official business outside the defined local travel area of the employee's official duty station. 

Temporary Storage (Storage in Transit) is storage of HHG for a limited period of time at origin, destination or en route in connection with transportation to, from, or between official station or post of duty or authorized alternate points.  Also referred to as storage in transit (SIT).

Temporary Quarters is lodging obtained for the purpose of temporary occupancy from a private or commercial source.

Travel Authorization (Order) is written permission to travel on official business.

Traveler is an employee as defined by the Federal Travel Regulations who is authorized to perform official Government travel.

� Reference: FTR §302-3.100. 


� Reference: TIGTA Operations Manual, Chapter (600)-70.6.7 (Employee-Initiated Reassignments).





� Reference  FTR §301-10.303 and -4.302


� Reference: GSA, FTR, §302-7.8.


� Reference: GSA, FTR, §302-7.2.


� Reference: GSA, FTR, §302-10.4.


� Reference: GSA. FTR, §302-10.205.
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