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Authorizations for many entitlements are agency discretionand
must be documented on DD 1614 for reimbursement.

Your Human Resources office should provide you with
mandatory PCS counseling prior to your relocation (Chapter 5,
Part B, Section 1-5510)

Before expenses are incurred, be sure you have signed the
Transportation Agreement (DD Form 1617 or DD Form 1618) as
well as received and reviewed your travel orders (DD 1614)

Guidance can change regarding all aspects of travel at any time
which is updated on the www.dfas.mil website


http://www.dfas.mil/

Civilian Relocation

Travel Voucher Guide

A note to our valued customers:

Thank you for your service to our great nation and thank you in advance for referring to this guide as you prepare
your travel voucher(s). This “how to” guide is intended for all Civilian Relocation Travelers serviced by DFAS Rome
Travel Pay Services. It provides step-by-step procedures in preparing a travel voucher so it is “pay- ready” upon
submission. Submitting ““pay ready” vouchers will allow DFAS to provide you with a timely and accurate reimbursement.
Allow yourself time to read through all of this information very carefully as it will significantly assist you with submitting
your claims. If your voucher is incomplete or has errors, you will be notified by email as long as you have
provided this contact information with your claim (see block 6e of the 1351-2). When your corrections are submitted,
your new claim business date will be the day your corrections are received, not the date of your original
submission. Your claim will not be expedited as we process first in/first out. Do your best to take a
few extra minutes to submit your claim correctly the first time and avoid frustration and delays. Reminder, your
credit card bill and any late fees will be your responsibility, regardless of when reimbursement occurs. Keep this in mind
when utilizing it. When your reviewer signs and dates your voucher in block 20C - 20F (required on all travel
vouchers) they are verifying it is a pay ready submission.

Items to Keep In Mind

e All emails ending in DFAS.MIL are no longer valid! If you are using an address ending in DFAS.MIL, we will not
receive your email. See pages 5-6 of this handbook for how/where to submit your claim(s).

e Anadvance is a loan. See page 8-10 for help and information regarding your traveladvance.

e Majority of your reimbursements are taxed at a rate of 32.65 %. This is extremely important to be aware of because
it will ultimately reduce your reimbursement. See taxable entitlements, WTA and RITA.

e Be sure to have a legible email address in block 6e of your 1351-2 travel voucher as this is how DFAS will contact
you.

e Monitor your email for status (including junk/spam as sometimes our emails go there) and follow the directions
extremely carefully if you receive a return notification. Be sure to send back to the appropriate address, do not
hit reply. Also, be sure to send the Bar Code when advised to do so, but only when specifically advised to do so. This
will allow your corrections to attach to your pending claim, which will automaticallyreassign to the examiner for
continued processing. However, this will not expedite your claim and the Bar Code should only be used within the
allowable time frame, per your notification. Sending the Bar Code if/when you are not
specifically advised to do so will result in lost submissions.

e Once a claim is paid, even partially, disregard the Bar Code from all future use. If you need to submit a
supplemental for additional reimbursement, do not use the Bar Code. If you do, your corrections will attach to a
closed claim, and we will not know they were received.

e To check on the status of your claim, please utilize your myPay (under Travel Voucher Advice of Payment
(AOP)or try the Online Payment Status Tool These tools, along with email notifications, will provide you with
updates, as your claim moves through our system. And don't forget to watch your emails!



https://livecyclepub.dfas.mil/lc/content/xfaforms/profiles/OPST_Travel_Input.html
https://mypay.dfas.mil/mypay.aspx
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Civilian Relocation Forms & Statements

BLANK FORMS
DD Form 1618 DD Form 1617
Transportation Agreement — CONUS Transportation Agreement — OCONUS
Request for Civilian PCS Advance Form SF 1199 — Direct Deposit Form
Withholding Tax Allowance (WTA) Form DD Form 1614
Travel Orders (to be provided by your agency)
DD Form 1351-2 Travel Voucher DD Form 1351-2 Travel VVoucher
(Continuation page, if needed)
DD Form 2912 (For Actual Expense TOSE) DD Form 1705 — For Real Estate
Sale and/or Purchase (complete for one at atime!)
RITA Form — Reported to Duty on or after 1/1/15 RITA Form — Reported to Duty before 1/1/15
STATEMENTS

MEA required Statement:

Single Rate:
“| certify that | have discontinued MY residence at the old PDS and have established a residence at the new
PDS."

Family Rate:
“| certify that WE have discontinued OUR residence at the old PDS and have established a residence at the
newPDS."

TQSE Lump Sum Required Statement

"I have agreed to accept the offer of the TQSE Lump Sum entitlement and I certify that TQSE will be
occupied and if not occupied, | am required to return the TQSE Lump Sum payment amount in full. |
certify that I have accepted the terms of this entitlement effective mm/dd/yyyy."

(Must be between the date the TA wassigned and the date the orders were issued, typically, the date of your
mandatory PCS counseling.)


http://www.dtic.mil/whs/directives/forms/eforms/dd1351-2.pdf
http://www.dtic.mil/whs/directives/forms/eforms/dd1614.pdf
https://www.dfas.mil/civilianemployees/civrelo/Civilian-Relocation-Forms.html
https://eligcert.ed.gov/ows-doc/SF%201199A%20information%20sheet.pdf
http://www.dtic.mil/whs/directives/forms/eforms/dd1618.pdf
https://www.dfas.mil/civilianemployees/civrelo/Civilian-Relocation-Forms.html
http://www.dtic.mil/whs/directives/forms/eforms/dd1351-2.pdf
http://www.dtic.mil/whs/directives/forms/eforms/dd2912.pdf
https://www.dfas.mil/civilianemployees/civrelo/Civilian-Relocation-Forms.html
https://www.dfas.mil/civilianemployees/civrelo/Civilian-Relocation-Forms.html
http://www.dtic.mil/whs/directives/forms/eforms/dd1705.pdf
http://www.dtic.mil/whs/directives/forms/eforms/dd1617.pdf
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Submitting your Advances and Settlements

**Note** If you are DODEA, you must submit your complete
claim to hgpcsratvouchers@hg.dodea.edu.
If you do not submit your claim to DODEA HQ, DFAS will return your claim, unpaid.

Be advised: DFAS.MIL is no longer valid. Additionally, never submit a Bar Code unless specifically advised to do so.
Repeated use at a later time could prevent DFAS from seeing your submission.

Advance Request Only:

Email - Shortened Version — dfas-civrelo-advances@mail.mil

Email - Long Version - dfas.rome.jft. mbx.civrelo-advances@mail.mil

Note the long version is JFT, not JFX as incorrectly stated on the outdated Travel Advance form

Fax - 216-367-3428

Travel Voucher Direct — (“Submit a Ticket” and then upload your documents)

Note — Travel Voucher Direct is our most secure method of submission. You will be notified “this ticket is closed by
an external processor.” This means the claim has been submitted, it does not mean it has been paid or canceled.

Settlement VVoucher — Do Not Send Advances Here:

Fax
216-367-3422

A confirmation of receipt will be sent in 2-4 business days based on the email provided by you in block 6E
of your 1351-2.

Email

When sending by email, avoid:

Java Script, CC to other areas, embedded emails.

Use only PDF files. File size must be less than 10MB

Email — Shortened Version - dfas-civrelo-vouchers@mail.mil

Email — Longer Version: dfas.rome.jft.mbx.civrelo-vouchers@mail.mil

Travel Voucher Direct

Travel Voucher Direct: “Submit a Ticket” and then upload your document, Travel Voucher Direct is our most
secure method of submission. You will be notified “this ticket is closed by an external processor.” This means
the claim has been submitted. It does not mean it has been paid or canceled. Travel Voucher Direct can accept
up to 35 MB and 10 files. Be cautious to upload accurately and abide by guidance on the site.

Notification of Receipt

When submitting by email or via TVD you will receive an auto response, usually within a few minutes. A2nd
notification will be sent in 2-4 business days based on the email provided by you in block 6E of your 1351-2.
This is your notification that the claim is logged to the system. If you do not receive the 2nd notification in2-4
business days, check your myPay under Travel Voucher Advice of Payment (AOP) or try the Online Payment
Status Tool. If you do not see anything, feel free to contact us to confirmreceipt.

Mail (Mailing your claim is strongly discouraged. If you have no choice, be sure to make copies.)

Mail To: DFAS, Rome

Attn: Travel Pay, Civilian Relocation 325 Brooks Road
Rome, NY 13441


mailto:dfas-civrelo-advances@mail.mil
mailto:dfas.rome.jft.mbx.civrelo-advances@mail.mil
mailto:dfas-civrelo-vouchers@mail.mil
mailto:dfas.rome.jft.mbx.civrelo-vouchers@mail.mil
mailto:hqpcsratvouchers@hq.dodea.edu
https://corpweb1.dfas.mil/askDFAS/custMain.action?mid=5080
https://corpweb1.dfas.mil/askDFAS/custMain.action?mid=5080
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Submitting your Advances and Settlements, Continued
Much of what you need to know to file your CIV Relo claim is contained within this handbook.
You can also find helpful information on our website or by viewing WePayDod, a series of YouTube videos.

Taking extra time now will avoid significant delays and frustration, allowing you to focus on the
responsibilities of your new position and the needs of your family.

The information in this handbook provides a general understanding of civilian relocation travel pay
entitlements. It is not intended to replace guidance found in the Joint Travel Regulations. Find rates for per
diem, mileage and more at Defense Travel Management Office. Keep in mind, changes do occur. While
every attempt will be made to modify this information in a timely manner, if you are uncertain of something,
check with your HR. If you find incorrect information within this handbook or on our website, send
an email to DFAS-CIVREL-Ouestionsonlv@mail.mil and let us know, so it can be addressed
immediately.

Our DFAS Rome, NY office processes vouchers for civilian employees of the following agencies:

Defense Department Agencies

Navy Working Capital Fund/Revolving
Fund Army and the Army Material
Command Marine Corps

We unfortunately cannot assist with Air Force Civilian Employees contact your finance office for
travel pay assistance.

Make sure your claim is complete and correct before you send itin.
Be sure your reviewer carefully reviews your claim prior to completing blocks 20C — 20F.
If your voucher is partially paid or returned, there will be a delay in full reimbursement.

Follow these five steps:

Review your specific entitlement within this handbook, and read carefully!

Use the Traveler's and Reviewer's Checklist to make sure you complete all the required information.
Review frequently asked questions on the website.

Avoid these common errors to reduce delays.

Watch the civilian relocation entitlement videos at WePayDod.

M NS

Use the May 2011 version of the travel voucher, DD1351-2 form

Utilize the May 2011 version of the 1351-2 as this is the only version that can be signed electronically.
Older versions of this form may cause your travel voucher to be returned. Be sure all of block 20 is
completed in full. Do not forget the dates in blocks 20B and 20F!



https://www.dfas.mil/civilianemployees/civrelo.html
https://www.youtube.com/playlist?list=PLhx_8nsfXqVj-Pf34sZ8pPVe4MOuxXN5-
http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf
http://www.defensetravel.dod.mil/site/travelreg.cfm
https://www.dfas.mil/civilianemployees/civrelo.html
https://www.dfas.mil/civilianemployees/civrelo/frequentlyaskedquestions.html
https://www.youtube.com/playlist?list=PLhx_8nsfXqVj-Pf34sZ8pPVe4MOuxXN5-
http://www.dtic.mil/whs/directives/forms/eforms/dd1351-2.pdf
https://www.dfas.mil/civilianemployees/civrelo/toperrors.html
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Submitting your Advances and Settlements, Continued

Before submitting your claim be sure you include:

Completed DD form DD 1351-2 signed/dated by you (blocks 20 a-b) and your reviewer (blocks 21a-d).
Complete copies of all DD 1614 orders, amendments, and memorandums

Supplemental forms and documentation (DD 1705, DD Form 2912, and other forms when applicable)
Paid in full receipts for reimbursable expenses of $75 or more and all lodging expenses

Direct Deposit/Electronic Fund Transfer form SF1199A



http://www.dtic.mil/whs/directives/forms/eforms/dd1351-2.pdf
http://www.dtic.mil/whs/directives/forms/eforms/dd1614.pdf
http://www.dtic.mil/whs/directives/forms/eforms/dd1705.pdf
http://www.dtic.mil/whs/directives/forms/eforms/dd2912.pdf
https://eligcert.ed.gov/ows-doc/SF%201199A%20information%20sheet.pdf

Civilian Relocation Customer Service Inquiries

For significantly involved questions related to your claim, your Human Resources Office should always be
your first stop. It is their job to assist you, fully reviewyour claim(s), and properly complete blocks 20C -
20F to indicate they havedetermined that everything is correct and your claim ispay-ready.

It is the responsibility of DFAS to process your pay-ready submission, send your advice of paymentwith
detailed remarks, and/or notify you of any corrections that are needed.

If your claim is not correct your voucher will be rejected and you will be notified based on the email
address you entered in block 6E of your 1351-2 travel voucher. Don’t forget this importantinformation!

For additional information regarding a payment or return remarks for your civilian relocationvoucher(s)
processed by DFAS Rome Travel Pay Services contact us at Toll Free 1-888-332-736. You may also
send an email to DFAS-CIVREL-Questionsonly@mail.mil (Do not submit claims here - this box is for
“Questions Only”) Or submit a question through Ask Travel Pay where you can also read answers to
frequently asked questions (FAQ’s).

Again, to ensure you receive important notifications including confirmation of receipt, return remarks, and
payment information, always enter a legible email address in block 6E of your 1351-2(s) prior to submitting
your claim (s) to DFAS.

Once received, check the status of your claim by utilizing your myPay (under Travel Voucher Advice of
Payment (AOP) or click here to use the Online Payment Status Tool



mailto:DFAS-CIVREL-Questionsonly@mail.mil
https://corpweb1.dfas.mil/askDFAS/welcome.action
https://livecyclepub.dfas.mil/lc/content/xfaforms/profiles/OPST_Travel_Input.html
https://mypay.dfas.mil/mypay.aspx
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Travel Advance

Authorized advances are issued no sooner than 10 days before anticipated travel or authorization begins. An
advance must be authorized in your DD Form 1614 travel orders for DFAS to pay it. If authorized, an advance
may be issued for a portion of the anticipated reimbursement. An advance is a loan that isissued for a
percentage of the potential maximum allowance. Since we have no way of knowing if the maximum amount
authorized will actually be needed, there is always the potential to be “over- advanced”. If your settlement
voucher is not enough to cover both your advance and your taxes, you will owe the additional funds back to the
government. If you fail to submit a pay- ready settlement voucher, you will be in debt for the full amount
of the advance. You must submit a settlement voucher to the paying travel office within five work days
of completion of each portion of travel for which an advance has been issued. If the advance you were given
exceeds your travel reimbursement, you will be informed of the balance due. You will receive a letter from Debt
Management with the information you need to settle your debt. Read carefully to avoid a potential debt.
Also, ensure you read carefully about “Taxable entitlements” (see page 11) to avoid a potential debt by
entering a specified amount on the form:

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

Regarding use of your Government Issued Credit Card vs an Advance:

Check with your agency regarding policies for the use of your government credit card for civilian PCS travel.
Be aware that your reimbursement date and credit card payment due date may not coincide. Also note that most
civilian PCS travel is taxable and in some situations you may receive less reimbursement from your claim
than you charged to the government credit card. You are responsible for any and all amounts charged to your
government issued travel credit card including any late fees and/or penalties. The ONLY time a DoD
Government Travel Charge Card should be "turned in" (closed) is when an individual is separating from the
Department of Defense. In addition the DoD FMR Chapter 3 030302.B.1.i exempts mandatory use of the travel
charge card for all Relocation Allowances except En Route travel and HHT expenses; however, there is no
prohibition for using the card on other Relocation Allowances. Caution should be exercised as the length of time
necessary to incur and obtain reimbursement for expenses (such as TQSE) could cause travel cards to go into a
delinquent status. Per the card-holder agreement, all undisputed charges must be paid by the due date regardless
of the status of the traveler's reimbursement. Also note that withdrawals are limited to daily maximums
established by the charge card company, unless increased via your GTCC coordinator's request.

If authorized, request a travel advance (loan to be repaid) by submitting a copy of your DD Form 1614 (travel
orders) and any amendments along with an Advance Request Form to DFASstating:

e What type of advance (i.e., TQSE, House Hunting)

o For whom (employee and/or spouse and/or dependent children)

o Period of time an advance is for (dates of travel/dates of TQSE)

e Method of travel (for both HHT and/or En Route)

o Direct Deposit Information (DD Form 2762 or SF 1199)

o Correct mailing address, e-mail address, and work, home, and cell phone number

o To reduce the potential of a debt, enter only the amount you need where the form reads: “I am
only requesting$ __ be issued to me instead of the full amount of the authorized advance.”


http://www.dtic.mil/whs/directives/forms/eforms/dd1614.pdf
https://www.dfas.mil/civilianemployees/civrelo/Civilian-Relocation-Forms.html
https://www.dfas.mil/civilianemployees/civrelo/advanceentitlement.html
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If authorized, an advance of funds may be requested for:

1. House Hunting (Actual Expense method only) - Employee and/or Spouse

2. En Route Travel - Employee and/or Spouse/Dependents (Mileage and per diem, not airfare)

3. Temporary Quarters (Actual Expense method only) - Employee and/or Spouse/Dependents, not
to exceed 30 days per advance.

4. Household Goods - (If Commuted Rate) Employee arranges the shipment directly with a
vendor. Submit the mover's "estimate of cost for services™ showing estimated weight and
distance, origin and destination of goods being shipped, storage location, anticipated dates of
storage, weight of storage, etc. *SEE NOTE BELOW.

5. Temporary Storage of Household Goods - If commercial storage used.

6. Mobile Home Transportation - Moved by commercial transporter- submit estimate

An advance of funds is NOT authorized for:
1.HHG shipped via Government Bill of Lading (GBL) or the self-procured Actual Expense
Method (limited to the GBL cost)
2. Real Estate Allowance/Unexpired Lease/HMIP
3. Miscellaneous Expense Allowance
4. Fixed/Lump Sum HHT and Fixed/Lump Sum TQSE
5. Renewal Agreement Travel (RAT)
6. Return travel for separation
7. Advance return of dependents

8. Non-temporary storage of HHG

Individuals PCSing to OCONUS should receive all advances and settlements from the paying station overseas,
EXCEPT for TQSA advances which should be requested from the servicing payroll office on a SF Form 1190
prior to departing old duty station. The DFAS travel payment office is not authorized to advance Department
of State allowances, overseas transfer allowances e.g., TQSA.

Use the Request for Civilian PCS Advance Form when requesting an advance from DFAS Rome Travel Pay. See
above for submission information.

Read and complete the entire Advance form very, very carefully to avoid delays and returns. The example below
has been modified with notes to assist you and has highlighted some key points.

* Note, please be sure you do not use an outdated form showing “JFX” in the email address. This form has

been updated but the original form with the error may still be circulating. If you send your advance to ""JFX"'
you Will receive an undeliverable message.

10


https://www.dfas.mil/civilianemployees/civrelo/Civilian-Relocation-Forms.html
https://www.dfas.mil/civilianemployees/civrelo/advanceentitlement.html

REQUEST FOR CIVILIAN PCS ADVANCE DoD CivilianRelocation

Under ”PURPOSE OF THIS ADVANCE”: Travel Voucher Guide, October 2016
Enter a conservative amount to avoid a debt issue. Review and submit carefully

Row 1: What kind of advance? Check the box.

Row 2: Is th_is advance for the employee? If yes, check the box. Short Version - DEAS-CIVRELO-ADVANCES@mail.mil (or)
Row 3: Is this advance for a dependent? If yes, check the box. Long Version - dfas.rome.jft.mbx.civrelo-advances@mail.mil

Row 4. Enter inclusive Dates (*NOTE* “JEX” is incorrect

Do not forget to circle the mode of travel for HHT and/or En Route

EEQUEST FOR CIVILIAN PCS ADVANCE

Employes’s Name S5N
Current Mailing Address

Sireet Address

City
Travel Order Mumber Izsue Date
Telephone Number (incuding area code). Works Home {___ )
E-mail Address Cell Mumber | )
POC and Phone & at old PDS
POC and Phone 2 at new PDS
Retirement is FERS or CSES CSES Offset

PURPOSE OF THIS ADVANCE
I am only requesting % be izsued to me nstead of the full amoumt of the authorzed advance.

ST Hepell 5 Halies 1cll in this reguest and their mclusive dates of TOSE if different from
employvee. Orders nmst authonize ACTTUIAT EXPENSE for House Hunting Top and TOSE. cannotadvance
Fixed Expenses®)

House Hunting Top Row1 Employ Row 2 pouse Row '3 chusive Dates:
En Eoute Travel and Per Diem Emploves Dependents Inchasive Diates:
TQSE 1730 Days Employes Dlependents Inchasive Diates
TQSE 2™ 30 Days Employee Dependents Inchasive Diates:
TQSE 37 30Days Employes Deependents Inchasive Drates:
TOSE 4™ 30 Days oyes endents Inchazive Diates:
HOTUSE HUNTING E POC ENFOUTE MODE OF ATE OF POC
MODE OF TEAVEL circle one TRAVEL Circle ong)
** Dependents Mame atec of TQSE Dependents MName ~~—tes of IQGE
1) 3)

2 4)

Direct I , Jorizat

Bank MName

Enter 9 digit bank reuting mumnber —* | |

Checking Savings Account Number

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

SIGNATURE AND DATE ARE REQUIRED

TiEnatiTe TTate

Amn advance of fimds is treated as a short term lean, and will be recouped from processed allowable
entitlements (seftlement clamms) and directly from the traveler as applicable, unfil collected m full

PREIVACY ACT STATEMENT: AUTHOFRITY: 5 USC 5701, 37 USC 404427, and EQ 9397, PEINCIFLE
PURPOSE(S): Used fior reviewing, and determining the amount of an awthonzed iravel advance. S5 15 used 1o
maintain a rumerical identification systern for individual requests. ROUTINE TSE- To substantiate a request for
advance payment of official travel. DISCLOSURE: Voluntary; howewer, faslures to fimish imfmmation requested
may resulf m total or parhial demsal of amount clamed. AN ADVANCE MUST NOT BE PAID MOEE THEM 10
DAYS BEFORE TRAVEL BEGINS. SUBMISSION OF A TRAVEL VOUCHEER. TO SETTLE THIS ADNWANCE
IS EEQUIRED BEFORE ADDITIONAT ATYWANCES ARE PAID AND UPON COMPLETION OF TEAVEL.

FAS EMATL OF MAITL THIS EEQUEST ALONG WITH A COPY OF YOUE OFDERS TO:
DFAS-JT/CO Fax Number: 216-367-3428
Email:- Dfas romd (g mbx civrelo-advances@mail mil Travel Voucher Direct: hitpo/ oo usa gow/ 3tGIRE
Customer Service Number: 1-888-332-7366
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mailto:DFAS-CIVRELO-ADVANCES@mail.mil
mailto:dfas.rome.jft.mbx.civrelo-advances@mail.mil
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Most of your civilian PCS travel claims are taxable. When you perform a permanent change of station (PCS)
with the government, the Internal Revenue Service (IRS) considers the majority of your entitlements taxable.

Taxable reimbursementsinclude:

Meals En Route to your new duty station

All House Hunting Trip (HHT) expenses (including CBA and IBA airfare)
All Temporary Quarters Subsistence Expenses

All Real Estate expenses

Household Goods (HHG) storage after 30 days

Miscellaneous Expense Allowance

Relocation Services (i.e., HMIP, Property Management)

Withholding Tax Allowance (WTA)

Relocation Income Tax Allowance (RITA)

0. Household Goods (HHG) Shipment - Commuted Rate (Reimbursement in excess of actual expensesis
taxable)

BOOoNogR~LNE

Non-taxable reimbursementsinclude:

Household Goods (HHG) Shipment - Government Bill of Lading (GBL)

Household Goods (HHG) Storage for first 30 days

En Route travel (lodging and transportation, to include government issued airline tickets)
Privately Owned Vehicle (POV) shipment

Eal SN

Note: Some immediate tax relief may be available to offset the impact of the taxes withheld on Civilian PCS
Travel Claims. You should always contact your HR or accounting professional for guidance onthese
entitlements. You can read more about the Withholding Tax Allowance on pages 13-15 and Relocation Income
Tax Allowance on pages 67-74 of thishandbook.

Travel reimbursements are taxable in the calendar year in which the reimbursement is issued. This may not
necessarily be the year the expense is incurred. For example, if you traveled in 2015 but did not receive your
reimbursement until 2016, this becomes taxable income for 2016. You will receive a 2016 Travel W-2 which
you are required to file with your 2016 taxes. You may also utilize your 2016 Travel W-2 (if authorized) to file
a 2016 RITA. You cannot file a 2016 RITA until 2017, since you must wait for all of your 2016 W-2’s.
Additionally, in most cases, you will be required to file your income taxes prior to filing your RITA. For all
Taxable entitlements, the paying travel office issues a PCS W-2 by January 31 of the year following the year of
reimbursement. Navy and Marine Corp travelers may receive multiple Travel W-2’s. A Travel W-2 is a
separate W-2 from the one issued by the servicing payroll activity. Travel advances are not included in the W-2,
but any payment of WTA will be.

Note: A mandatory 25 percent Federal Withholding Tax (FWT) is withheld from all taxable entitlements before
payment of a claim, but state and local taxes are not withheld. In addition, applicable FICA (6.2 percent)
and Medicare (1.45 percent) taxes are also withheld. FICA is deducted for FERS and CSRS "offset"
employees (not deducted for full CSRS employees). The withheld taxes are deposited in your name with the
Internal Revenue Service (IRS). This is a total of 32.65% that will be subtracted from your settlement claim(s).

A total of 32.65% will be subtracted from most of your settlement claim(s).
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You may be eligible for WTA and RITA since nearly all of your reimbursements are considered Taxable
entitlements. You should be aware that both of these entitlements are alsotaxable.

You will receive at least one Travel W-2 (Navy and Marine Corp will receive one W-2 for each
taxable entitlement) in January or February for any taxable reimbursement received in the previousyear.

WTA is a taxable allowance and is treated as an advance against Relocation Income Tax Allowance(RITA).

If you utilize WTA, a RITA submission is absolutely mandatory and the full amount of your WTA will be
subtracted from your RITA.

If you choose to utilize WTA, it is suggested that you set these funds aside until taxes are due to the IRS the
following year. Remember, RITA is mandatory if you utilize WTA and there is no guarantee of additional
reimbursement.

When you submit your RITA claim, DFAS will determine if additional reimbursement is due to you, or if
funds are due back to the US government, based on your overall income for the year and your tax bracket.

Speak to your HR and/or your tax advisor prior to filing for WTA.
Our call center representative cannot determine if this is the best option foryou.

To request WTA you must complete the Withholding Tax Allowance (WTA) Form and submit it to DFAS
along with your pay ready settlement claim. Once we apply WTA to a claim, all claims going forward will
also have WTA applied. The claims will be processed similar to the examples below. Remember, since WTA
is an advance on a RITA, you are required file a RITA claim within 120 days of the following calendar year.
Failure to file a RITA claim results in collection of the WTA by placing the traveler into a debt status. If you
do not utilize WTA, RITA is optional.

When claiming WTA you have twooptions:

OPTION A: If you anticipate that your Federal Withholding Tax Rate (FWTR) will be 25 percent or greater,
WTA will be computed using a rate of 33.33 percent.

OPTION B: If you anticipate that your Federal Withholding Tax Rate (FWTR) will not be more than 15
percent, WTA will be computed using a rate of 17.647 percent.
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WTA Examples

You should set aside the WTA amount until taxes are due to the IRS the following year. RITA is mandatory if
you utilize WTA and there is no guarantee of additional reimbursement. When a RITA claim is filed the following
calendar year, the entire amount of any excess WTA must be repaid. To begin payment of WTA, submit a
completed Withholding Tax Allowance (WTA) Form with your settlement travel voucher(s). Once we apply WTA
to a claim, all claims going forward will also have WTA applied.

Option A - Allowance computed with WTA calculated at 33.33 %

In this example, the amount of WTA issued is shown as $333.33.

Allowance computed without WTA:
$1,000.00

- $250.00 FWTR (25%)

- $14.50 Medicare (1.45%)

- $62.00 FICA (6.20%)

$673.50 amount due to traveler

Allowance computed with WTA at 33.33%:
$1,000.00
+ $333.33 WTA (33.33%)

$1,333.33

- $333.33 FWT (25%)
- $19.33 Medicare (1.45%)
- $82.67 FICA (6.20%)
$898.00 amount due to traveler

Option B - Allowance computed with WTA calculated at 17.6471 %

In this example, the amount of WTA issued is shown as$176.47.

Allowance computed with WTA at 17.647%:
$1,000.00
+ $176.47 WTA (17.647%)

$1,176.47
- $176.47 FWT (15%)

- $72.94 FICA (6.2%)
$17.06 Medicare (1.45%)
$910.00 amount due traveler
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Read this form very carefully and discuss with your HR and/or your tax advisor before including it with
your Settlement. You must file a RITA if you receive WTA or you will be placed in debt!

EMPLOYEE AGREEMENT
FOR REPAYMENT OF EXCESS WITHHOLDING TAX ALLOWANCE (WTA)*

OPTION A: If you anticipate that your Federal Withholding Tax IRate (FWTR) will be 25 percent
or greater, WTA will be computed using a rate of 33.33 percent, énd you should not be in an
overpaid status upon the computation of your Relocation Income Tax (RIT) Allowance.

OPTION B: If you anticipate that your FWTR will not be more than 15 percent, 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.

AGREEMENT: I hereby agree to:

a. Repay any excess amount of WTA paid to me in any Year 1*¥* mmediately upon computation of the
RIT claim or within 30 days of issuance of the indebtedness letter.

b. Submit the required certified tax information and claim for my RIT allowance within 120 days,

unless an extension is granted by the commanding officer or desigee of the DoD component
concerned, after the close of Year 1.

I also understand that failure to comply with this requirement will preclude the DoD component's
payment of the WTA. The entire WTA will be considered an excess payment if the RIT claim is
not submitted timely 1o settle the RIT account, and the WTA will e due in full within 30 days of
1ssuance of an indebtedness letter.

Please check only 1 box:

D Elect WTA as Option A
D Elect WTA as Option B
D I decline any payment of WTA

SIGNATURE OF EMPLOYIZE

PRINTED NAME OF EMPLOYEE

DATE
DEFINITIONS:

*WITHHOLDING TAX ALLOWANCE: WTA is calculated in Year 1, to cover the employee's
Federal tax withholding obligation each time covered moving exp:nses are made that result in a
Federal tax withholding obligation.

**YEAR. 1: The calendar vear in which reimbursement or payment for moving expenses is made
to, or for, the employee under the 1Izancu.-i:‘,iu:rrls of The Joint Travel Fegulations (JTR), Volume II,
Chapter 16, Paragraph C16000. If an employee's reimbursement for moving expenses is spread over
more than one year, he/she will have more than one Year 1.

DFAS-CO Form 62
Rewv: March 14, 2005
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House Hunting Trip (HHT)

Joint Travel Regulations (JTR), Chapter 5, Part B, Sec12

House Hunting is a round trip travel reimbursement intended for the purpose oflocating
a new residence at your new duty location within the United States.

Note - If you do not return back to your old duty location, you have not taken a House Hunting Trip.

Airfare must be utilized if traveling more than 250 miles, unless the Approving
Official provides a signed cost construct showing it is more advantageous to drive.

A House Hunting Trip is a discretionary entitlement. Your agency will decide if they wish to authorize aHouse
Hunting trip. If block 10 (Travel Purpose) of your travel orders (DD Form 1614) is marked between official
stations, then block 13 may authorize aHHT.

A House Hunting trip (HHT) should not performed until a Transportation Agreement has been signed DD Form
1614 travel orders authorizing this entitlement have been issued. A House Hunting claim will potentially
reimburse a portion of the round trip travel and additional expenses for you and/or your spouse, togetheror
individually, between the localities of the old and new duty stations, for the purpose of seeking a new home.

House Hunting must be round trip travel and cannot exceed 10 calendar days; the travel cannot be broken up
into multiple trips.

To be authorized a HHT, both the old and the new Permanent Duty Station (PDS) must be located in theUnited
States or in a non-foreign OCONUS location like Alaska or Puerto Rico. Round trip travel must be performedby
the employee before reporting to the new permanent duty station. You are in a duty status at no charge toleave
during the authorized absence. Your spouse may take a HHT at any time before relocation of the family tothe
new PDS, as long as it begins within one year of your reportdate.

Note: If a HHT is taken, only 30 days of TQSE can be paid without any adjustments or reductions. If you claim
31 days or more of TQSE Actual Expense, HHT days must be subtracted from your TQSE claim. The numberof
days of HHT utilized is subtracted from the first 30-day period of TQSE (AE) only if more than 30 days of TQSE
AE are reimbursed. HHT will not be subtracted from Lump Sum TQSE since only 30 days can beauthorized.

There are two methods of HHT that may be authorized, understand the difference, checkyour DD
1614 (block 13a and b) to confirm authorization type and the number of days.

1. Lodgings Plus Method (Actual Expense)
2. Lump Sum (LS) Amount Method (Fixed)

The Permanent Change of Station (PCS) travel authorization/order, your DD Form 1614 (per JTR, Appendix )
must include:

1. The indication of yes, HHT is authorized, and the method of HHT (Fixed or Actual - block 13a)

2. The number of days authorized (block 13b)

3. Transportation mode (to include local transportation) (blocks 11 and 28)

4. New PDS duty reporting date (block 9)

5. The indication that a new Transportation Agreement has been signed and the date (block 21 of the DD Form
1614)
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Important Notes regarding both AE HHT and LS HHT:

To be reimbursed for airfare, your orders (DD Form 1614) must state “IBA Authorized” or “Personally Procured
Airfare Authorized.”, airfare must be claimed in block 18 (DD1351-2), and a complete flight itinerary and paid
in full receipt, showing the names of the travelers and invoice number must be provided.

A HHT is 100% taxable, including airfare under both CBA andIBA

While the house-hunting trip is only authorized for you and your spouse, there is nothing to prevent dependents
from accompanying you at your ownexpense.

Lodgings-Plus / Actual Expense HHT:

Regardless of the location, the maximum per diem rate authorized for (AE) HHT is limited to the current
Standard CONUS Rate (currently $ 142 — effective 10/01/2016). Lodging is paid on an actual expense basis for
the single room rate not to exceed the Standard CONUS lodging rate (receipts are required). The accompanying
spouse is authorized 3/4 of the employee's rate. Again, this is regardless of the location. This includesnon-
foreign OCONUS locations like Hawaii, Alaska, and PuertoRico.

The meal allowance is paid without receipts or itemization. For travel lasting more than 24 hours, the M&IE rate
on the first and final day will be at three quarters of a day or 75%. The mileage rate (MALT) for POC travel to
and from the HHT location is the PCS mileagerate.

Note: Effective January 1, 2016 the POC mileage rate changed to $0.19 per mile. Local transportation authorized
must be consistent with your transportation mode to and from new duty location. The total number of days
payable for HHT may not exceed 10 days (which includes travel 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. The following daily maximums apply if the (AE) HHT is taken by the:

1. Employee or spouse alone 100% of Standard CONUS Rate

Employee and spouse

2 together Employee — 100 % of Standard CONUS Rate
Spouse - 3/4 of Standard CONUS Rate
3. Employee and Spouse Both authorized to full rate

separately (limited to maximum cost had they traveled together)

Note: If you report for duty at the new PDS upon completion of the HHT instead of returning to the old duty
station, you will not file a HHT claim. That is because House Hunting must be round trip. If this happens, your
travel to your new location will be paid as En Route Travel. Your TQSE allowances, if authorized, will be
utilized for the days spent seeking permanent housing up to the day before reporting for duty at the new PDS.
Again, if you did not return to your old PDS, you will not be submitting a HHT travel voucher.

A House-Hunting Trip should not be taken until a Transportation Agreement has been signed and you have an
official travel authorization DD Form 1614 in hand, authorizing HHT and providing a report date.
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Voucher Submission for AE HHT

For directions on how/where to submit, see pages 5-7 of this handbook.

1. DD Form 1351-2 (Travel Voucher/Sub voucher) — All of block 20 must be completed in full — see

example Indicate on the DD Form 1351-2 if your spouse traveled on HHT (blocks 5, 12, and 13)

2. DD Form 1614 - Travel Authorization, including any and all amendments/pages.
3. Paid itemized lodging receipt and receipts for any other reimbursable expense of $75 or
more (Potentially including a rental car receipt).
4. Itinerary of air schedule to include the transportation cost, if flying, whether CBA or IBA were used
5. A signed cost construct from your AO if driving more than 250 miles, to prove driving is more advantageous
6. SF 1199 - Direct Deposit Authorization or complete EFT information.
7. Annotate advances received in block 9 on the DD Form 1351-2 or provide advance payment paperwork.

Lump Sum HHT

When a Lump Sum HHT is authorized, the per diem portion of HHT is calculated asfollows:

1 - You and your spouse both utilize HHT (together or separately) - the applicable locality rate is multiplied by
6.25. (Reduces TQSE (AE) first 30 days by six days, if more than 30 days are utilized)

2 - Only one utilizes HHT, you or your spouse - the applicable locality rate is multiplied by 5. (Reduces TQSE
(AE) first 30 days by five days, if more than 30 days are utilized) For example, if the locality rate were $166
($124 lodging and $42 meals), you and your spouse utilizing a HHT would receive $166 X 6.25 for a total of
$1,037.50, before tax.

If only one utilizes a HHT the calculation is $166 X 5 for a total of $830, before tax.

This amount is for the per diem only. Additional reimbursement for travel expenses may be reimbursable for
airfare, rental car, taxi, etc. Any balance from the determined Lump Sum per diem amount not used by the
employee still belongs to the employee but remember.....

A HHT is 100% taxable, including airfare under both CBA and IBA

Voucher submissions for Lump SUmHHT:

1. DD Form 1351-2 (Travel Voucher/Sub voucher) — All of block 20 must be completed in full — seeexample
Indicate on the DD Form 1351-2 if your spouse traveled on HHT (blocks 5, 12, and 13)

2. DD Form 1614 - Travel Authorization, including any and all amendments/pages.

3. Receipt for any reimbursable expense of $75 or more, except for lodging — lodging receipt not required for LS
*Note* Lodging taxes are not authorized as an additional reimbursement on (LS)HHT.

4. Itinerary of air schedule to include the transportation cost, if flying, whether CBA or IBA were used

5. A signed cost construct from your AO if driving more than 250 miles, to prove driving is more advantageous

6. SF 1199 - Direct Deposit Authorization or complete EFT information.

7. Annotate advances received in block 9 on the DD Form 1351-2 or provide advance payment paperwork.
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Block 1: PAYMENT
Electronic Funds Transfer (EFT) is mandatory absent a waiver from your agency. You may submit a SF 1199, DD 2762, or other

documentation as long as it contains the following to ensure payment is properly transferred to youraccount:
*The Traveler's name, SSN and address

*The routing number and accountnumber
*Whether the account is Checking orSavings
SPLIT DISBURSEMENT when you would like funds applied directly to your government travel card, place an “x” in the block
requesting it and indicate the dollar amount to be sent. If reimbursement is less than the amount requested, then the whole
reimbursement would be sent to the Government Travel Card, regardless of which items were or were not paid.
Block 2: Name: Last name, first name, and middle initial of Employee.
Block 3: Grade of theEmployee.
Block 4: Social Security Number of Employee — full 9 digits
Block 5: Indicate “PCS” and “Member/Employee” if only the employee traveled

Indicate “PCS” and “Dependent(s) if only the spouse traveled

Indicate “PCS”, Member/Employee” and “Dependent(s)” if the employee/spouse traveled together.
Blocks 6a-6d: Valid mailing aldes
Block 6e: Valid and legible e-mail addresses (Extremely Important!)
Block 7: Daytime telephone number in the event DFAS should need to make contact (we will typically use youremail)
Block 8: Order/Authorization number which is listed on the original orders (See DD Form1614 Block 25)
Block 9: List any and all previous payments paid from any finance office pertaining to the travel period being claimed.
List “0.00” if you have not received any payments and “?”" if you are not certain.
Block 10: This block may be used to make a note for the examiner, to explain something, if applicable
(e.g. Supplemental for———_”~
Block 11: Employee’s new duty station address where employee is being assigned
(See DD Form1614 Block 8).
Blocks 12: complete for spouse only as children are not authorized per diem on aHHT

*** Note: Mark “accompanied” if you and your spouse traveled together, mark “unaccompanied” if you and your spouse
did not travel together. If you both performed a HHT, but you did not travel together, complete2 1351-2s, one for each of
you.

Block 12a: List the last name, first name, and middle initial your spouse. (If he or she traveled on the dates indicted in block 15)
Block 12b: Enter “spouse”
Block 12c: List the date of marriage for spouse.
Block 13: List the address where your spouse was residing at time PCS orders were received, not the address of your newPDS
Block 14: Indicate whether household goods have been shipped.
Block 15: Itinerary (see below, andexample)
Block 15a: Date: List the year the travel was conducted on the line in the top box
Next to “DEP” and “ARR?” list the month and day of departure and arrival (e.g.,05/15).
Block 15b: Place: Enter a specific location such as a City and State, a Fort, or a Country — do not enter “HOR”, “Hotel”
Block 15c: Mode of Travel — See 2 letter codes on page 2 of 1351-2
For example, PA = Personal Auto, CP = Commercial Plane
Block 15d: Reason for Stop — See 2 letter codes on page 2 of the 1351-2
For example, HH = House Hunting: AD = Authorized Delay (an overnightstop)
AT = Awaiting Transportation (brief, not an overnight stop, such as at an airport) MC = Mission Complete
Block 15e: Indicate lodging expense for Actual Expense HHT (not required for lump sum/fixed HHT)
Block 15F: If “PA” is indicated in block 15C and block 16 is checked own/operate, then indicate POC miles
Block 16: POC Mileage — Own/Operate must be checked to be reimbursed for mileage
Block 17: Duration of Travel from beginning toend
Block 18: List any reimbursable expenses such as airfare, rental car, tolls, etc.
Block 19: Not applicable for HHT
Block 20a&b: Signature of traveler and date the voucher was signed. Do not forget the date in block 20B, even if it is in
your digital signature. Signature date must be after final date claimed.
Block20c-f: Reviewer’s signature and date. All parts (20c, 20d, 20e, & 20f) mustbe completed or voucher will be returned.
A supervisor/reviewer signatureand dateare required for all claimssentto DFAS. Signature date must be after 20B.
Block 21: Would be required for an “after the fact entitlement”, such as excessbaggage
Block 22: If block 21 is completed, block 22 would explain the “after the fact entitlement” e.g. Excess baggage
Blocks 23 — 28: These blocks are not used forHHT

19



DoD Civilian
Relocation Travel Voucher Guide,
October2016

TRAVEL ¥OUCHER OR SUBYDOUCHER fiorm. Unnmrbr Ink, or bail nuhtpun PREEZE HARD. DD KOT uca panoll. | more

Raad Privaoy Aot Statament, Penaity Etabsment, and Inciruoctisne on baok bedone completing

cpaoe Ic oontinss In

1. FAYRENT

LT NEEURSEMENT: The Paying O¥Fos will ey direcly & = Govemment Trevel Crags Card [GTCC) cortscior B porbon of youor mbarssmact
ety Teve ceges for Termsorinior, ledging, 5N el o Fopow e B civiliEn smpicpes, unisas pow secd B diferent mount. Wiy perscrms Bre ceguinss

Eﬁng#? & demgwis » pryment Tt squsin e il of Feir cutsiseding govemment Tevel oerd bemreos i e G100 oontrecior
NOTE: A split ok by wl {4 oy v wlian @ GTOC i uded wihiles o ofifcial el for e Govermimeant.
[ | Farmentoy crecs [ ] Fay me ttowing amount of this remiburssment drecty io the Govemment Trave! Crarge Card contractor: % 133843
T MAME [Lauf Pirt, e kntmi] (Pret ar hosl 1. GRADE o mEN & TYPE OF PATMENT (X sm appicasis)
MOUSE, MICEEY, M 511 111-11-1111 T - M=~ rriams
& ADDRESS. w. HLUMEER AND STAEET b GITY c ETATE | d. 0P CODE w |pes - s
2414 PLANTATION DEIVE LEESBURG FL 12345 W | Cemercema; OILA,
« cas aconzss NMICKRE Y MOUSE CIVaMATL MIT 10 POR LD, USE DMLY
T. OAYTIME TELEFHORE HUNBERS | 5. TRAVEL ORCERRUTHORIATION | 5. PREVODUS GOVERRMENT PATNENTS w100 VL A i
(315) 1234567 123455 P
1. RS NI R THOM A RD STATION ﬂm B SRR NTHE R
CASTLE CITY ORGANIZTICH
1L CEPENDERT S (¥ and complels an asniicatls) 1% EFERCERTES ADDRESS OH RECEPT GF n PR Y
¥ | sccoaranEn URACCCMPAMIED IGBEC.ARE TTRED:
;lw.!.l. [ T e — b ||||.L.=-.|'m'.'.-| » | = i et | 2414 MAHDNDH"-E %&L m&]ﬂf‘%}l—.[f'r,
MOUSE. MINNIE SPOUSE_| L1926 | LEESBURG, FL, 1345 NOT FOR. LUMP SUM)
4. RAVE NOUSEWCRD GOODS BEEN SHPPEDT| o Coumitanons
[res | P Erpien i Mamad | * BIOTES O8] HHT
15, IMNERARY t = i P
_'_,-,_ﬂf']'.‘ﬁ b PLECE jhorms -'.:'::_'ln- l-l'wf.v Tty and Stels, Eif- IIIST?T'_:E-“ .L:-_IJ;:;I\.-: ‘:"-J:-.'u NLST HAVE PAD &
415 |ovr | LEESHURLG, FL PA EECEIPTS FOR AIRFARE EENTAL
55 | A | ORT MDD FL AT 5  |CAR AWDATT AMOUNTS OVEE 75
515 |oee L0
si1s | ane | SART ANTOMIO, TX HE 38677 IF DISTANCE IS MORE THAN 250
yn |owe CP B MILES, MIST HAVE A OOST
522 |anm | ORLAMDO, FL AT CONSTELICT TO BE PAID MIIEAGE
522 |oee PA HHT WILL MO0T EXCEED 10 DAYS
22 |am| LFESHURG, FL MIC 55 |MUST BE BOUND TRIP TR AVEL
oLF IBA MUST BE AUTHORIFED FOE.
art | READIT LIEE A SENTENCE, ONE LIME AT A ATFAFE-TEAARD IHATASED |
qie | TIME. THAT IS THE TRICE! u  SUBMMARY OF PAYMENT
apm | & TArT FORGET BLOCE 16, IF CLATMIMG ANY M) Par Ome
oo | MILEAGE!! [ T e —
A ) Missgs
1. POC TRAVEL onal | ) | ovewcrerare | |ressmmcen 7. DURATICH OF TRAVEL PR ———
1. REIMBURSAELE EXFERSES S — [T
n OATE b MATURE OF EXPENSE = BMOUNT 2 ALLOWMED) Pl em—
S1516 | TOLLS 275 i THUS ol | 0 Tl 0.00
SINTS |FENTAL CHE a5 BUT 24 HOUIS DI LESS | oy ) g Sctunnce
151§ | AIEFAEE 57623 fo St Cwed 000
20| s THAN 24 HOUBE
O] Eeroart D
1. GOVERNMENT/DEDUC TISLE MEALS
u OATE b REOLOF MEALE u OATE = RO OF MEALE
0.8 CLAMANT SIGRATURE a—
I] Affer MC
© MEVENWLNE PRMNTED RAME 2. SHGMATUNE = TRLEFHOME HUMBER v e
REQUIRED FIELD'S - 34 - 2(F E} After 20B
1.2, APPROVING OF FICIAL'S PRINTED RAME = EIGMATURE E:} o TELEPHOME MIMSER d OATE
21A-D ARE MOT REQ). I MOST CASES
1. COLLECTION DATA.
4. COMPUTED Y 5. ARDNTED BY T RDER v sy | F7- RECENVED (Fayws Sgnatue and! Suie or Chack fa ) T8 AMDUNT PAID
DD FORM 1351-2, MAY 2011 PREVICIUS EDITION |5 CBSOLETE Exmctor 0 51 1077 mpproved by GEATRMS 12491

Adobes Frofsssions B0

20



Frequently Asked Questions — House Huntin Relocation Trauel Voucher Guide,
q y g

October 2016

Am | eligible for a house hunting trip? You are eligible for a house hunting trip if you are Between

Official Stations, and in addition:

(a) Have signed a new Transportation Agreement (TA) and been issued a DD Form 1614

(b) Both your old and new official stations are located within the United States;

(c) You are not assigned to Government or other prearranged housing at your new official station; and

(d) Your old and new official stations are 75 or more miles apart (as measured by map distance) via ausually
traveled surface route.

What do | need to have to be reimbursed for my airfare?

You must claim airfare in block 18 of the 1351-2, submit a complete flight itinerary and paid in full receipt, and
your orders (DD Form 1614) must state “IBA Authorized” or “Personally Procured Airfare Authorized.”.

May my spouse and | perform separate house hunting trips at Governmentexpense?

Yes, however, your reimbursement will be limited to the cost that would have been incurred if you andyour
spouse had traveled together on one round trip. Additionally, you will complete a separate 1351-2 for eachof
you with accurate itinerary in block 15, marking unaccompanied in block 12.

When must my house hunting trip becompleted?

Your House Hunting trip must be completed by you, the day before reporting to your new official station. A
House Hunting trip must be completed by your spouse the day before your family relocates to your new official
station and before your allowable travel time expires, typically within one year of your reportdate.

What transportation expenses will my agency pay?

Your agency will authorize you to travel by the transportation mode(s) it determines to be advantageous to the
Government. Your agency will pay for your transportation expenses by the authorized mode(s). If you travel by
any other mode(s), your agency will pay your transportation expenses not to exceed the cost of transportation
by the authorized mode(s). *NOTE™* If you are driving more than 250 miles, your Approving Official must
provide a cost construct clearly indicating it is more advantageous to drive thanfly.

May | retain any balance left over from my house hunting reimbursement if my Lump Sum amountis
more than adequate to cover my house hunting trip?

Yes, if your Lump Sum house hunting amount covers your house hunting expenses, any balance belongs toyou.
If I am filing a claim for Lump Sum house hunting, am | required to provide any receipts?
Yes, you are required to provide the complete flight itinerary to include the transportation cost, and proofof

payment if flying. You are also required to provide receipts for any reimbursable expense of $75 or more, except
for lodging and meals.

Can | be reimbursed for parking at the airport during my house hunting trip?

Yes, the reimbursement is limited to $250 unless specifically approved by AO on Form 1351-2 Block 22 with
AO signature in Block 21.
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Joint Travel Regulations (JTR), Chapter 5, Part B, Sec 2 -4

En Route Travel is one way travel from an old duty location to a new dutylocation

PCS Monetary Allowance in Lieu of Transportation(MALT)
For each privately owned conveyance (POC) authorized, the mileage rate is currently $0.19 per mile. This rateis
effective for all PCS travel beginning on or after 1 January 2016.

Per Diem for Meals and Incidental Expenses (M&IE) and Lodging:

Per Diem is limited to an average distance of 350 miles per day but paid based on your actual travel itinerary. If
the remaining distance is 51 miles or more, per diem for an additional day is paid. However, when thetotal
distance is 400 miles or less only 1 day of per diem is allowed. (The distance is determined by DFAS, utilizing
the DTOD - the Defense Table of Distance — zip code to zip code). Lodging is reimbursed per receipts, up tothe
max allowed. If you choose to travel 700 miles straight thru, without an overnight stop, this is only one day of
travel and will be paid as such. Complete the voucher accurately to reflect your actual travel.

Note: No per diem authorized for travel of 12 hours or less. (See block 17 of the 1351-2, and markappropriately
when submitting to DFAS)

The daily maximum amounts allowed are asfollows:

Employee or unaccompanied spouse - In the CONUS, the Standard CONUS lodgingceiling

*(based on the single room rate) and Standard CONUS M&IE rate for full days (partial days pro-rated)
Accompanied spouse/dependents 12 and over - 3/4 of Employee total (75%)

Dependent(s) under 12 - 1/2 of Employee total (50%)

Note: Itemized lodging receipts are required. Lodging is paid based on the actual cost incurred not to exceedthe
maximum. All stops must be shown on the voucher in block 15, itinerary.

If flying, you should book thru CTO (SATO), your orders (DD Form 1614) must state “IBA Authorized” or

“Personally Procured Airfare Authorized”, we must have a complete flight itinerary and paid receipt, andairfare
must be claimed in block 18 of your 1351-2.

Voucher Submission for En Route Travel:
For directions on how/where to submit, see pages 5-7 of this handbook.

1. DD Form 1351-2 (Travel Voucher/Sub voucher) — All of block 20 must be completed in full — see example

N

. DD Form 1614, Travel Authorization, including any and all amendments/pages.
3. Indicate if dependent(s) travel was concurrent (accompanied) or delayed (unaccompanied)
Complete boxes 5, 12, and 13 on the 1351-2.
. Annotate advances received in block 9 on the DD Form 1351-2 or provide advance payment paperwork.
. Provide a detailed itinerary in block 15 showing daily travel entering the cities and states in15B
. Mark blocks 16 and 17 on the DD Form 1351-2 asappropriate.
Indicate if two POCs are authorized and used.
. Itemized receipts for lodging, airfare, and any single expense over $ 75
8. SF 1199 - Direct Deposit Authorization or complete EFT information.

o 01~

\l

22


https://www.dfas.mil/civilianemployees/civrelo/enroute.html
http://www.dtic.mil/whs/directives/forms/eforms/dd1351-2.pdf
http://www.dtic.mil/whs/directives/forms/eforms/dd1614.pdf

How to complete Form 1351-2 for En Route travel Travel Voucher Gt oo 006

Block 1: PAYMENT
Electronic Funds Transfer (EFT) is mandatory absent a waiver from your agency. You may submit a SF 1199, DD 2762,
or other documentation as long as it contains the following to ensure payment is properly transferred to youraccount:
*The Traveler's name, SSN andaddress
*The routing number and accountnumber
*Whether the account is Checking orSavings
SPLIT DISBURSEMENT when you would like funds applied directly to your government travel card, place an “x”in
the block requesting it and indicate the dollar amount to be sent. If reimbursement is less than the amount requested, then
the whole reimbursement would be sent to the Government Travel Card, regardless of which items were or were not paid.
Block 2: Name: Last name, first name, and middle initial of Employee.
Block 3: Grade of theEmployee.
Block 4: Social Security Number of Employee — full 9 digits
Block 5: Indicate “PCS” and “Member/Employee” if only the employee traveled
Indicate “PCS” and “Dependent(s) if only dependents traveled
Indicate “PCS”, Member/Employee” and “Dependent(s)” if the employee and dependents traveled together.
Blocks 6a-6d: Valid mailingaddress
Block 6e: Valid and legible e-mail address (Extremely Important!)
Block 7: Daytime telephone number in the event DFAS should need to make contact (we will typically use your email)
Block 8: Order/Authorization number which is listed on the original orders (See DD Form1614 Block 25)
Block 9: List any and all previous payments paid from any finance office pertaining to the travel period beingclaimed.
List “0.00” if you have not received any payments and “?” if you are not certain.
Block 10: This block may be used to make a note for the examiner, to explain something, ifapplicable
(e.g. Supplemental for _”
Block 11: Employee’s new duty station address where employee is being assigned. (See DD Form1614 Block8).
Blocks 12-13: Complete for any authorized dependents who traveled on the dates listed in block 15 (itinerary)
*** Note: Mark “accompanied” if you traveled together, mark “unaccompanied” if only you or your dependentstraveled
on the dates listed in block 15 (itinerary). In other words, if you did not travel on the same exact dates, mark
unaccompanied.
Block 12a: List the last name, first name, and middle initial your dependents.
Block 12b: Enter “spouse”, “son”, “daughter”, etc.
Block 12c: List the date of marriage and birthdays
Block 13: List the address where dependents were residing at time PCS orders were received, not the address of your newPDS
Block 14: Indicate whether household goods have been shipped.
Block 15a: Date: List the year the travel was conducted on the line in this box.
Next to “DEP” and “ARR?” list the month and day of departure and arrival (e.g., 05/15).
Block 15b: Place: Enter a specific location such as a City and State, a Fort, or a Country — do not enter “HOR”, “Hotel”
Block 15c: Mode of Travel — See 2 letter codes on page 2 of 1351-2
For example, PA = Personal Auto, CP = Commercial Plane
Block 15d: Reason for Stop — See 2 letter codes on page 2 of the 1351-2
AD = Authorized Delay (an overnight stop)
AT = Awaiting Transportation (brief, not an overnight stop, such as at an airport) MC = Mission Complete
Block 15¢: Indicate lodging expense for each stop, if applicable (taxes can be included or listed separately in block 18)
Block 15F: If “PA” is indicated in block 15C and block 16 is checked own/operate, then indicate any POC miles
Block 16: POC Mileage — Own/Operate must be checked to be reimbursed for mileage
Block 17: Duration of Travel from beginning toend
Block 18: List any reimbursable expenses such as airfare, rental car, tolls, etc.
Block 19: Not applicable for En Route travel unless TDY En Route is claimed
Block 20a&b: Signature of traveler and date the voucher was signed. Do not forget the date in block 20B, even if it is in
your digital signature. Signature date must be after final date claimed.
Block20c-f: Reviewer’s signature and date. All parts (20c, 20d, 20e, & 20f) mustbe completed or voucher will be returned.
A supervisor/reviewer signatureand date are required for all claims sentto DFAS. Signature date must be after 20B.
Block 21: Would be required for an “after the fact entitlement™, such as excess baggage
Block 22: If block 21 is completed, block 22 would explain the “after the fact entitlement” e.g. Excess baggage
Blocks 23 — 28: These blocks are not used for En Route travel
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Fl’equently ASked Questlons - En Route Travel Voucher Guide, October 2016

Is my En Route travel voucher taxable?

Only Meals En Route to your new duty station are taxed. En Route travel (lodging and transportation, to include
government issued airline tickets) are not taxed. POV Mileage is nottaxed.

Will I automatically receive the standard CONUS rate for my En Route Travel regardless of what | spend
on lodging and meals?

You will be paid 75 % of the meal rate on the first and last day of travel. For example, if $ 46 is the meal per
diem, then only $ 34.50 would be paid. In addition to the M&IE, the lodging per diem is paid per the receipt, up
to the max allowed, on the first day, but not the last.

Are there any circumstances in which a per diem allowance for my immediate family members is not
allowed?

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

(@) ) A new appointee;

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

(c) Being relocated under the Government Employees Training Act (5 U.S.C. 4109).

If my spouse and I travel on the same days along the same general route by using more than one POV, is
my spouse considered unaccompanied?

No; for per diem purposes, you and your spouse are considered to be traveling together if you travel onthe same
days along the same general route by using more than one POV. Mark accompanied in block 12.

If I drive from my old PDS to my new PDS, how many days will I receive per diem?
Per Diem allowance is reimbursed based on the lesser of the resultof:

a. Allowing 1 day of travel time for each 350 miles of official distance between the old and new PDS or
authorized points. If the access is 51 miles or more after dividing the total number of miles by 350,0ne
additional day of travel is allowed. When the total official distance is 400 miles or less, 1 day's travel time
is allowed.

b. Actual travel time in full days (e.g. 9 days and 3 hours is 10 days)

Are there exceptions to this dailyminimum?

Yes, your agency may authorize exceptions to the daily minimum driving distance when there is a delay beyond
your control such as acts of God, restrictions by Governmental authorities, or other acceptable reasons; e.g.,a
physical handicap or special needs. Your agency must have a designated approving official authorizethe
exception.

What do | need to have to be reimbursed for myairfare?
You must claim airfare in block 18 of the 1351-2, submit a complete flight itinerary and paid in full receipt,and

your orders (DD Form 1614) must state “IBA Authorized” or “Personally Procured Airfare Authorized.”. If CBA
is authorized in your orders, then no reimbursement is due ornecessary.
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Joint Travel Regulation (JTR), Chapter 5, Part B

TQSE is a discretionary allowance that is intended to reimburse employees for some of theexpenses
associated with lodging, food, and other necessities when occupying temporary quarters. TQSE can be utilized
at the old location prior to departure and/or at the new duty station upon arrival while the employeeis
looking for a permanentresidence.

TQSE must be authorized in advance of occupancy, and may not be approved after the fact.
TQSE can be authorized at your old and/or your new duty locationif:

1. You signed a new Transportation Agreement (see block 21 of your DD Form 1614)
2. You are “Between Official Stations” (see block 10 of your DD Form 1614)

There are two methods of TQSE that may be authorized, understand the difference. Check
your DD 1614 (block 14a and b) to confirm authorization type and the number of days.

1. TQSE (AE) Actual expense reimbursement
- typically authorized in 30 day increments
- cannot be authorized for more than 60 days on the original order, DD Form 1614
- 120 day max, no exceptions
- dates claimed must run consecutively
Exceptions only for En Route travel, Approved Sick leave, and/orTDY
- DD Form 2912 claiming exact amounts spent, and lodging receipts are required
- based on Standard CONUS rate (not locality) except for non-foreign OCONUS

2. TQSE (LS) Lump Sum payment (30 day max, no exceptions)
- Lump Sum Statement Required
- Based on locality rate — see formula

There is no authorization for a rental car or in/around mileage while stayingin
TQSE

***1f you are going to or coming from an overseas duty location.
you may be authorized TOSA or FTA. which are not paid by DEAS***

1. Temporary Quarters Subsistence Allowance, TQSA - is an overseas subsistence allowance governed by
the State Department. It is claimed on a Standard Form 1190, submitted through the agency authorizing it,
and paid by your servicing payroll activity. Additional information about TQSA can be located in the
Department of State Standardized Regulation (DSSR) Section 120 .

2. Foreign Transfer Allowance, FTA - is a pre-departure subsistence expense paid in relation to a move to a
foreign post. It is also governed by the State Department. FTA is made up of several elements. Among
them is a pre-departure subsistence expense granted to an employee for expenses incurred prior to departing
a post in the United States for a post overseas. Contact the agency authorizing FTA for instructions on how
and where to properly claim it. Additional information about FTA can be located in the Department of
State Standardized Regulation (DSSR) Section 240.
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Joint Travel Regulation (JTR), Chapter 5, Part B, Sec9c

In every CONUS location, TQSE (AE) is based on the CONUS Standard per diem rate, not onlocality
rate. This means, maximum reimbursement is the same whether you are in Alexandria, VA or Rome,NY.
In Non-foreign locations like Alaska and Hawaii, TQSE AE will be based on Localityrate.

When temporary quarters are required due to an employee's transfer to a new duty station, reimbursementof
some subsistence expenses associated with this temporary lodging are reimbursable. Subsistenceexpenses
include the cost of temporary lodging, meals and/or groceries, some tips and fees incident to meals andodgings,
laundry, cleaning and pressing of clothing, and other expenses. Reimbursement for groceries is limited tothose
food and laundry items consumed or used while occupying temporaryquarters.

The location of the temporary quarters must be within reasonable proximity of the old and/or new officialstation.

Your initial authorization (original DD 1614) cannot exceed 60 consecutive days. You are encouraged to finda
new home as quickly as possible. Extensions of up to 60 days may be authorized only in situations where thereis
a demonstrated need, due to circumstances that occur during the initial 60-day period of temporary quarters. An
official amendment is required to be reimbursed additional days. Under no circumstance will thetotal
reimbursement of TQSE (AE) exceed 120days.

Note: A House Hunting trip should provide you with the ability to locate adequate housing in a timely manner. If
you have taken a HHT, and you exceed 30 days of TQSE, then the period of TQSE (AE) allowance must be
reduced. The number of days reimbursed for HHT will be subtracted from the first 30 day period of TQSE (AE).
For example, if 7 days of HHT were taken and 31 or more days of TQSE are used, it is as if your TQSE began
on day 8 and your HHT will be considered TQSE days 1-7. Again, this is only if greater than 30 days of TQSE
(AE) has been authorized and used.

Currently (as of October 1, 2016) The MAXIMUM DAILY allowance for the FIRST 30 days in CONUS (unless
reduced by paid/used HHT) is:

Employee or unaccompanied Spouse $ 142.00 (100% of daily max CONUS Standard per diem rate)

Spouse (accompanied) $106.50 (75% of daily max CONUS Standard per diemrate)
Dependent 12 and over $106.50 (75% of daily max CONUS Standard per diemrate)
Dependent under 12 $71.00 (50% of daily max CONUS Standard per diemrate)

The MAXIMUM DAILY allowance for day 31 (or sooner if HHT is taken) through day 120 in CONUS (if
authorized additional days)is:

Employee or unaccompanied spouse $ 106.50 (75% of daily max CONUS Standard per diemrate)
Spouse (accompanied) $71.00 (50% of daily max CONUS Standard per diemrate)
Dependent 12 and over $71.00 (50% of daily max CONUS Standard per diemrate)
Dependent under 12 $56.80 (40% of daily max CONUS Standard per diemrate)

All boxes on the DD Form 2912 must be completed in full.

*Hint* If authorized Actual Expense TQSE, it is recommended that you print a
DD Form 2912 and carry it with you, completing it at every meal.
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When meals are prepared from groceries purchased, the total amount of the groceries must be divided by

the number of meals prepared. You will show this computation at the bottom of the DD 2912 form (see example). This
amount should appear in each meal block that a home cooked meal was eaten, and should

be annotated with an "H" for home prepared on the TQSE worksheet. (Do not include non-food items, alcohol, and
snacks when averaging grocery expenses; they are not reimbursable expenses.)

Note: Itemized Receipts are required for meals of $75 or more (Includes any meal expense for one or more
individuals). This is to prove that no alcohol was purchased, as it is not reimbursable. If you do
not have receipts, provide a signed statement indicating no alcohol waspurchased.

Itemized and paid in full lodging receipts must always be provided, regardless of cost. If an apartment is rented short
term, we must have a complete copy of the lease and paid in full receipts. If a one year lease is signed, this is not
temporary; this is your new permanent residence and it is not reimbursable.

TQSE must begin within one year after the employee reports for duty at the newPDS.

TQSE (AE) may not be claimed for yourself or any dependents that have not permanently vacated the former
residence at the old permanent duty station. You may occupy temporary quarters at one location while your
dependents occupy temporary quarters at another location, as long as the quarters reasonably relate to the old or new
duty station.

In this situation, separate DD Form 2912 must be completed for each location specifically identifying persons
occupying at each location. The period of eligibility for TQSE terminates when you occupy or any dependent
occupies permanent residence quarters or when the authorized period of timeexpires, whichever occurs first.

The period of time allowed for TQSE begins for you and all dependents as soon as any one person enters quarters for
which reimbursement will be requested. The time period runs concurrently for you and all dependents. In other words,
day one of TQSE for any one person starts “the clock” running for the number of days authorized. Every day going
forward is counted consecutively, whether claimed or not.

You should not check in and out of TQSE in an effort to extend your time allowed. Every day in TQSE at your new
duty location should be used to find a permanent residence as quickly as possible. The “clock” will continue to run
during leave time, although TQSE is not reimbursable while on leave except for approved sick leave. In other words,
if you go on leave for a week after claiming 10 days of TQSE, upon your arrival back at the hotel, you will be
claiming day 17 rather than day 11.

The period of consecutive temporary quarters' days may be interrupted and the “clock™ stopped for the following
reasons:

1. Travel between old and new duty stations

2. Temporary Duty (TDY) or MilitaryDuty

3. Hospitalization or approved sick leave

4. Other reasons beyond the employee's control and approved by the DoD component concerned
TQSE (AE) Voucher Submission:
For directions on how/where to submit, see pages 5-7 of thishandbook.

1. DD Form 1351-2 (Travel Voucher/Sub voucher) — All of block 20 must be completed in full — seeexample
2. DD Form 1614, Travel Authorization, including any and all amendments/pages.

3. DD Form 2912 This is a two-sided TQSE worksheet and is to be completed in its entirety, totaled, signed and dated

4. ltemized and paid lodging receipt and lease, if applicable

5. Receipt for any meal expense of $75 or more for one or more individuals

6. Annotate advances received in block 9 on the DD Form 1351-2 or provide advance payment paperwork.
**Note** TQSE advances are not recommended but should be conservative if utilized — see Advance section.
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Joint Travel Regulation (JTR), Chapter 5, Section B9b

The authorizing/order-issuing official has the option to offer you a lump sum TQSE amount in lieu ofactual
expense TQSE. (The JTR contains guidelines for offering lump sum TQSE.) Lump Sum TQSE is based on either
the old or the new duty station locality rate in effect when the TQSE (LS) offer is accepted by the employee, and
is paid in a lump sum.

TQSE (LS) may be authorized for the number of days determined necessary, up to 30 days with noextensions
under any circumstances. During your mandatory PCS counseling with your agency, you must discussand
choose between TQSE (LS) and TQSE (AE). Once you select a TQSE method, your orders will be created, and
it may not be changed.

Payment of TQSE (LS) is based on the locality rate and the total number of individuals actually moving to the
new PDS, not the number occupying temporary quarters. For example, an employee, spouse, and 2 children
moving to Columbus would be paid as follows (when authorized 30 days):

Based on Columbus, Ohio per diem (p/d) rate in effect 10/01/2015 - $109 (lodging) + $59 (meals) =$168
Employee: (75% of max p/d rate) $168 x .75 = $126 x 30 days =$3,780.00

3 Dependents: (25% of max p/d rate) 3 x ($168 x .25) = $126 x 30 = $3,780.00

Total Lump Sum TQSE =$7,560

Minus Taxes of 32.65 % ($ 2,468.34) = a payment of $ 5,091.66, after taxes
Note: There is no deduction from TQSE (LS) for HHT days taken, because there is a 30 daymax

TQSE (LS) Voucher Submission:
For directions on how/where to submit, see pages 5-7 of this handbook.

1. DD Form 1351-2 (Travel Voucher/Sub voucher) — All of block 20 must be completed in full — see example
2. DD Form 1614, Travel Authorization, including any and all amendments/pages.

3. Annotate advances received in block 9 of the DD Form 1351-2 or provide advance payment paperwork.

4. Including the following statement signed and dated by the travelers (best in block 15 of the 1351-2):

o "l have agreed to accept the offer of the TQSE Lump Sum entitlement and | certify that TQSE will be
occupied and if not occupied, | am required to return the TQSE Lump Sum payment amount in full. |
certify that | have accepted the terms of this entitlement effective mm/dd/yyyy." (This effective date is
the date the traveler accepted the offer from his/her agency and should fall between date the
transportationagreement was signed and the issue date of orders.)

Note: For Lump Sum TQSE to be paid Temporary Quarters must be occupied (see Joint Travel
Regulation (JTR), Chapter5).

Note: For Lump Sum TQSE a payment is issued to you in the form of a settlement, not an

advance. Taxes are withheld, and a RIT allowance may be filed on this payment in the
following year.
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http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf
http://www.dtic.mil/whs/directives/forms/eforms/dd1351-2.pdf
http://www.dtic.mil/whs/directives/forms/eforms/dd1614.pdf
https://www.dfas.mil/civilianemployees/civrelo/tqse.html

D Civili

How to Complete form 1351-2 for TQSE TravelVoucﬁngmde,%gcitqoelgg‘r:%%

Block 1: PAYMENT
Electronic Funds Transfer (EFT) is mandatory absent a waiver from your agency. You may submit a SF 1199, DD
2762, or other documentation as long as it contains the following to ensure payment is properly transferred to
your account:
*The Traveler's name, SSN andaddress
*The routing number and accountnumber
*Whether the account is Checking orSavings
SPLIT DISBURSEMENT when you would like funds applied directly to your government travel card, place an“x”
in the block requesting it and indicate the dollar amount to be sent. If reimbursement is less than theamount
requested, then the whole reimbursement would be sent to the Government Travel Card, regardless of whichitems
were or were not paid.
Block 2: Name: Last name, first name, and middle initial of Employee.
Block 3: Grade of the Employee.
Block 4: Social Security Number of Employee — full 9 digits
Block 5: Indicate “PCS” and “Member/Employee” if only the employee is claiming TQSE
Indicate “PCS” and “Dependent(s) if only the dependents is claiming TQSE
Indicate “PCS”, Member/Employee” and “Dependent(s)” if both are claiming TQSE
Blocks 6a-6d: Valid mailingaddress
Block 6e: Valid and legible e-mail address (Extremely Important!)
Block 7: Daytime telephone number in the event DFAS should need to make contact (we will typically use your email)
Block 8: Order/Authorization number which is listed on the original orders (See DD Form1614 Block 25)
Block 9: List any and all previous payments paid from any finance office pertaining to the travel period being claimed.
List “0.00” if you have not received any payments and “?” if you are not certain.
Block 10: This block may be used to make a note for the examiner, to explain something, ifapplicable
Block 11: Employee’s new duty station address where employee is being assigned. (See DD Form1614 Block8).
Blocks 12-13: Please complete for any dependents occupying TQSE during the datesclaimed
*** Note: Mark “unaccompanied” only if you are alone inTQSE
Block 12a: List the last name, first name, and middle initial your dependents
Block 2b: Enter “spouse”, son, daughter, etc.
Block 12c: List the date of marriage for spouse and birthdays of all other dependents
Block 13: List the address where dependents were residing at time PCS orders were received, not the address of your new
PDS
Block 14: Indicate whether household goods have been shipped.
Block 15: Actual Expense TQSE - leave blank
Lump Sum TQSE - use this block for your required statement (See Example)
Block 16: POC Mileage — not needed for a TQSE claim — travel expense (infaround mileage, rental car, etc., are not
reimbursable)
Block 17: Duration of Travel - not needed for a TQSE claim
Block 18: Actual Expense TQSE - List TQSE dates and total amount claimed (18B) utilizing the DD Form2912
Lump Sum TQSE - indicate “TQSE Lump Sum” — DFAS will calculate the dollar amount authorized based on
your orders and location
Block 19: Notapplicable
Block 20a&Db: Signature of traveler and date the voucher was signed. Do not forget the date in block 20B, even if itis
in your digital signature. Signature date must be after final date claimed.
Block 20c-f: Reviewer’s signature and date. All parts (20c, 20d, 20e, & 20f) must be completed or voucher will be
returned. A supervisor/reviewer signature and date are required for all claims sent to DFAS. Signature date mustbe
after 20B.
Block 21: Would be required for an “after the factentitlement”
Block 22: If block 21 is completed, block 22 would explain the “after the fact entitlement”
Blocks 23 — 28: These blocks are not used for TQSE

The below example is to assist with both Actual and Lump Sum/Fixed TOSE — Note the difference
You will require the statement for Lump Sum/Fixed TQSE, not the DD From 2912
You will require the DD form 2912 for Actual Expense TQSE, not the statement
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Read Privacy Act Statement, Penalty Statement, and Instructions on back bafore completing
TRAVEL VOUCHER OR SUBVOUCHER form. Use typewriter, Ink, or ball point pen. PRESS HARD. DO NOT use pencil. |f more

space Is nasaded, continue In remarks.

1. PAYMENT SPLIT DISBURS : The Paying Office will pay directly to the Government Travel Charge Card (GTCC) contractor the portion of your reimbursement
Electronic Fund raprasenting travel charges for transportation, lodging, and rental car if you ara a civilien employes, unless you elect a different amount.  Military personnel are required
X | Transfar (EFT) to designate @ payment that equals the total of their outstanding govemment travel card balanca 1o the GTCC caniractor
NOTE: A spiit dishursement is only necessary when a GTCC Is used while on official travel for the Government.
Payment by Check | X ] Pay the following amount of this reimbursement directly to the Govemment Travel Charge Card ceontractor: $ 5,336.14
2. NAME (Last, First, Middie Initial) (Print or type} 3, GRADE 4, 55N 5. TYPE OF PAYMENT (X as applicable)
MOUSE, MICKEY, M Gll 11-11-1111 TOY ¥ | MemberEmployes
8. ADDRESS. o. NUMBER AND STREET b. CITY c. STATE |4 ZIPCODE ¥ | PCS Other
9414 PLANTATION DRIVE LEESBURG FL 12345 3 | Dependent(s) OLA
e EMaLaoress MICKEY MOUSE.CIVaMAIL.MIL 10. FOR D.0. USE ONLY
7. D:\'HME TELEFHONE NUMBER & . Vv 9. PREVIOUS GOVERNMENT PAYMENTS! 9. 0.0. VOUCHER NUMBER
AREA
15%5) 123.4567 123456 ADvANCES i
11. ORGANIZATION AND STATION 0.00 b. SUBVOUCHER NUMBER
CASTLE CITY ORGANIZTION
12, DEPENDENT(S} (X and compiate as applicable) 12. DEPENDENTS' ADORESS ON RECEIPTOF | c. PAID BY
X | ACCOMPANIED | UNACCOMPANIED B o
a NANE (Last, Firs, Mikto inifa) | b. RELATIONSHIP | © He maBRL” | 9414 PLANTATION DRIVE
MOUSE. JANE SPOUSE | 1/1/1926 |LEESBURG,FL, 12345
MOUSE. SAMANTHA DAUGTHER 1/12/10
MOUSE, STEVEN SON 5/6/12 14. HA o) USEHOLD GOODS BEEN SHIFFEDY 4 COMPUTATIONS
| YES NO (Expiain in Ramarks) | * NOTES ON TQSE
18. ITNERARY T T 8. t is onl ded
~HE b PUACE Home, Office, Baso, Acthiy, Ciy and Stoe \MEANS! |REASON | |onGing | poc |-Lie Lump Sum Statement is only neede
| 2! City and Couniry, ete. TRAVEL | STOP COST MILES | for the Lump Sum TOSE
DEP i i
ARR | | have agreed to accept the offer of the TQSE Lump Sum ; The DD Form 2912 is only needed for the!
DEP [ Actual Expense TQSE
ARR | entitlement and [ certify that TQSE will be accupied and i
pep | if not occupied, 1 am required to return the TQSE Lump No amount needs to be listed with TQSE
ARR | Sum payment amount in full. [ certify that | have ] Lump Sum - the examiner will compute it
pep | accepted the terms of this entitlement effective mm/dd/yy | 1
ARR | ** Note** the effective date is the date the traveler
DEP | accepted the offer from his/her agency and should fall
ARR | between the date the transporiation agreement was signed | i
beEP (block 21 of the DD Form 1614) and the date the orders ‘| 8. SUMMARY OF PAYMENT
ARR | were actually issued (block 26 of the DD form 1614) ! {1) PerDiem
DEP {2) Actual Expanse Allowance
ARR i {3) Miesgs
16, POC TRAVEL (Xone) | X | OWNIOPERATE | | PassengeR 17. DURATION OF TRAVEL {4) Dependent Travel
8. REIMBURSABLE EXPENSES (5) DLA
12 HOURS OR LESS
a. DATE b. NATURE OF EXPENSE €. AMOUNT d. ALLOWED {8) Reimbursable Expenses
TQSE Lump Sum - 30 Dﬂ}'S MORE THAN 12 HOURS | (7} Total 0.00
1T - 330417 BUT 24 HOURS OR LESS | (8) Lass Advance
City, State (Where TQSE was used) (@ Amount Owed 0.00
X | MORE THAN 24 HOURS
{10) Amount Dus
18. GOVERNMENT/DEDLICTIBLE MEALS
a. DATE b. NO. OF MEALS 8. DATE b. NO. OF MEALS
S,
20.5. CLAIMANT SIGNATURE b. DATE
After MC
¢ REVIEWER'S PRINTED NAME d SIGNATURE 8, TELEPHONE NUMBER t DATE
REQUIRED FIELD'S : 20A - 20F Afler 20B
21.a. APPROVING OFFICIAL'S PRINTED NAME b. SIGNATURE C TELEPHONE NUMBER d. DATE
21A-D ARE NOT REQ. IN MOST CASES
22, ACCOUNTING CLASSIFICATION
23. COLLECTION DATA
: 0. TRAVEL ORGERT E ‘ 28
24, COMPUTED BY 25. AUDITED BY B THORIEATIOR NOSTED By | 27 RECEIVED (Payse Sgnature and Date or Chack No ) 28. AMOUNT PAID
e m—
DD FORM 1351-2, MAY 2011 PREVIOUS EDITION IS OBSOLETE. Exception to SF 1012 approved by GSAARMS 12-84

Adobe Professional 8.0



TRAVEL VOUCHER OR SUBVOUCHER

e e —
Read Privacy Act Statement, Penalty Statement, and Instructions on back before completing
form. Usa typewritar, ink, or ball point pen, PRESS HARD, DO NOT use pencil. If more
space is needed, continue in remarks.

1. PAYMENT SmmW Card (GTCC) contractor the portion of your reimbursement
Electronic Fund tepresenting travel charges for transportation, |odg_ing, and la_nlal car if you are a civilian amployes, unless you elect a differant amount. Military personne! are retuired
X | Transfer {EFT) to designate a payment that equals the total of their outstanding gavarmment travel card balance t the GTCC contractor .
NOTE: A split disbursement is only necessary when a GTCC Is used while on official travel for the. Government.
_lPalfme by Check | X [ Pay the following ameunt of this reimbursement diractly o the Government Travel Charge Card contractor; $ 5,336.14
2, NAME (Last, First, Middfe Initial} {Print or type} 3. GRADE 4. 85N &, TYPE OF PAYMENT {X as applicable)
MOUSE, MICKEY, M Gll 111-11-1111 TOY 7’\ Member/Empioyee
6. ADDRESS. a. NUMBER AND STREET b. CITY ¢ STATE | 4d.ZP CODE X | Pcs Other
9414 PLANTATION DRIVE LEESBURG FL 12345 X | Dependantisy DLA
e &-MaLaboress MICKEY .MOUSE. CIV@MAIL.MIL 10. FOR D.O. USE ONLY
7. DAYTINE TELEPHGNE NUMBER & T—W . PREVIOUS GOVERNMENT PAYMENTS! 2 DO. VOUCHER NUMBER
ARERTBDS) 123-4567 123456 ADVANGES
11. ORGANIZATION AND STATION 0.00 b SUBVOUCHER NUMBER
CASTLE CITY ORGANIZTION
12. DEPENDENT(S) {X and complete as appiicabia) 13, DEPENDENTS' ADDRESS ON RECEIFTOF | ¢ PAID BY
X | accompanen [ unacCOMPANIED ORDERS fiackude Zip Code)
. NAME (Last, First, Middle initia) | b. RELATIONSHIP ““&EA‘EEEAE 9414 PLANTATION DRIVE
MOUSE. JANE SPOUSE | 1/1/1526 | LEESBURG, FL, 12345
MOUSE. SAMANTHA DAUGTHER 1/12/10
MOUSE. STEVEN SON 5/6/12 14, HP;OHL-}DUSEHDUJ BEENSHIPPED?| ¢ COMPUTATIONS
— lves [ ]no@Ewsinmremans | NOTES ON TQSE
35, IMINERS T d. T T
%ié‘%%emm o (mmé’g% gg;:' T MMOEDASSIF R?g’»?“ " n:ém = : P{x The Lump Sum Statement is only needed
| 2016 iy, etc. TRAVEL | STOP COST MILES | for the Lump Sum TQSE
DEP |
ARR The DD Form 2912 is only needed for the
DEP Actual Expense TQSE |
ARR | *NOTE®* The dollar amount claimed in block 18 must
pep | match the tota) amount claimed on the DD Form 2912
ARR | This is the exnct amount spent, including tax and tip. Paid
per | in full lodging receipts are required os well as a complete
ARR | and signed copy of the lease agreement, if applicable.
pep | Any meals aver $ 75 00 must contain an itemized, paid in
ARR | full receipt. Alcohol is not reimbursable,
DEP e. SUMMARY OF PAYMENT
ARR {1) PerDiem
DEFP | {2} Actal Expense Allowance
ARR = {3} Mileage
16. POC TRAVEL (Xono} | X | OWN/OPERATE | | PassenGeR 17. DURATION OF TRAVEL (4) Dependent Travel |
18, REIMBURSABLE EXPENSES {S) DLA
12 HOURS OR LESS
8. CATE b. NATURE OF EXPENSE ¢ AMOUNT | d ALLOWED {8} Reimbursabla Expenses
TQSE - ACTUAL EXPENSE 5,336.14 MORE THAN 12 HOURS | (7} Toial 0.00
3/1/17 - 3730717 BUT 24 HOURSOR LESS | (g) Less Advence
{8) Amount Owet 0.00
X | MORE THAN 24 HOURS |—
{10} Amount Due
18, GOVERNMENT/DEDUCTIBLE MEALS
= a. DATE b. NO, OF MEALS a. DATE b, NO.OF MEALS
208, CLAIMANT SIGRATURE b. DATE
After MC
. REVIEWER'S PRINTED NAME d. SIGNATURE . TELEPHONE NUMBER 1. DATE
REQUIRED FIELD'S : 20A - 20F After 20B
21.5. APPROVING OFFICIAL'S PRINTED NAME | b. SIGNATURE c. TELEPHONE NUMBER d. DATE
21A-D ARE NOT REQ. IN MOST CASES |
22. ACCOUNTING CLASSIFICATION
23. COLLECTION DATA
24, COMPUTED BY 26. AUDITED BY e OO ten By | 2 FECEVED (Fayos Signatura and Date of Check No ) 28, AMOUNT PAID
DD FORM 1351-2, MAY 2011 PREVIOUS EDITION 15 OBSOLETE. Exception to SF 1012 appraved by GSATRMS 12-91

Adobe Protessional 8.0



DoD Civilian Relocation
Travel Voucher Guide, October 2016

CLAIM FOR TEMPORARY QUARTERS SUBSISTENCE EXPENSE (TQSE)
{SUB-VOUCHER)

PRIVACY ACT STATEMENT

AUTHORITY: 5U.5C Sectons 5701, 5724, 2JTR Che &, Part H; 5§ UL.S.C. Section 301, Departrmental regulatiors; DoDFMR
700014, Vol 8 and EO. 9357

PRIMCIFAL PURPOSE[S): This record is used for reviewdng, approving, accounting, and disbursing money for claims submitted by
Department of Defense (Dol travelers for official Government travel  The Soctal Security number (S5H) is used to maintain a
numerical identfication filng system for filing and refrieving individual claims.

ROUTINE USE[S): Disclosures ane permitted under 5 U 5.0 552ab), Pirvacy Act of 1974, as armanded, In addion, informaton
may be disclosed o the Internal Revenue Service for travel alliowances, which are subject o Federal income laxes, and lor any
Dol “Blankst Routine Use” as published in the Federal Register.

DISCLOSURE: Voluntary, however, failure to furnesh the information requested may result in total or partial denial of the amoum
claimed

PEMALTY STATEMENT

Thiere ane severe criminal and civil penalties fof knowingly submitting a false, fctibows, or fraudulent claim (LS. Code, Title 18,
Sections 287 and 1001, and Tile 31, Section 3723)

1. EMPLOYEE NAME (Lagl First Mclie [ndel £ SOCIAL SECURITY NUMBER | 3. GRADE
Mouse, Micky M. SR5.55-5554 (35-7
4. HEW DUTY STATION 5. DATE REPORTED FOR DUTY (¥ ¥ yAiDD)
F Bragg. N.C. 1103
& DATE VACATED OLD REFADENCE: (1AM 7. DATE QCCUPIED HEW RESDENCE: (YYD}
o. EMPLOYEE b, DEPEMDENTS 0. EMPLOYEE b, DEFENDENTS
20010220 20011020 0110400 200010400

B HAMELS) OF DEFENDENT]S) INCLUDED IN CLAIM (Last Faal Migdie Inlad [Show only @Gpibie memibars of famely includod 40 ravel
auphorizabon (00 1614 )

Jane Mouse - spouse

Samantha Mouse -dmghier

Sreven Mouse - son

INSTRUCTIONS

All expenses will be ilemized and only actual expenses claimed.  Home meal cost will be accumulated and averaged for all meats
preparad at home.

It expenses claimed are for temporany quarters occupied at different locations by the employes and dependent(s), use separate
expense dermzation sheets for each location. Termposary quarters cecupeed af other than the ald o new duty station [oeaban
reguines approval by the order approving official based on a deferrmination that such occupancy is justifed

It any other claim has been made for temporary quarters expenses in connection wath this PCS move, explain. Attach copy of paid
vouches i claim has been paid.

If separabe claim has been made for PCS fraved from old to new duty station, explain.  Attach copy of pald voucher if claim has besen
paid

It official temparary duty travel was performed during the termporary quarters subsistence expense of foreign allcwance
reimbursament daam period, explain  Attach copy of paid voucher if claim has been paid

Cecupancy of parmanant guaners occurs whan the empioyes or any member of the family stans occupying the permanen
quarsars

Receipts are required for kodging expenses and any single expense of 37500 or more fo include meal expense for one of more
irdeeiduals.

ADDITIONAL NOTES:

DD FORM 2812, JUN 2006 e
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DoD CivilianRelocation
Travel Voucher Guide, October2016

The DD Form 2912 is a two-page form and is to be completed in its entirety. You are reimbursed for the
allowable "actual™ expenses incurred by you and your dependents, NOT TO EXCEED the maximum
rates, provided the expenses are reasonable and can be substantiated. H=Home Cooked and C=

t_ WT::" Iimﬁfﬂ‘ . LODGING" - . MEAL mfl*m_‘h? T LAUNDR Y G DAILY TOTAL
|ea¥| irrmmon [Emp T oen Ciry and Brate cosl || cremdsst | ] Lunch | =] DCinmer Coin | COwr ARMUNT
1] 3o 10e0d i % | Fayeweville, MW.C, ono [H Elrl K mae|c 5316 $174.32
2 T ELLTA ] 3 | Fayeiteville. N.C. RO | O [l e Lo a8 |C 2147 518124
3 20 103 ] 3 | Fayettaville, MN.C 2003 |H 7T |H AT | C &G 517104
8 TR i 3 | Fayemeville, N.C 000 |H 3T c L e 4100 5 160,55
5 0L 1R (] 3 | Fayetteville, N.C 2000 |H AT |C ax|c 5597 517497
L 2011005 ] 3 | Fayetieville. N.C BOOm | O pONE R LS 3l TISS 5 206b009
Tl doonos 1 3 | Fayetreville, M. sooo [ (AR b1 Fi 5543 517781
B 300107 % | Fayetneville, M.C w000 [ C 1465 | C pLLER P 3903 § 158432
] 00 O 3 | Fayetteville, MN.C 200D | C 250 | C 1515 | C 3320 LR ELE ]
10 200 1 3 | Fayeuewille, M. s000 [ s | ¢ .17 | ¢ 438 5 16860
11 mooso 1 3 | Fayemeville, M.C sooo [ © 1561 | aslc 5543 5 106,56
12 FlTRELLEE ] ] 3 | Fayetteville, N.C 2000 | C ILoo | c nIs|c g9 515734
13 mesnz | 3 | Fayetewille, M.0 o 1921 | C 1666 | © 4235 5 168,22
14| IL1ENE (| 3 | Fayetteville, M. LT e 1144 | G | O 5103 5 184,37
15 Bl i % | Fayetbewville, M.C B i | 1 1659 | ol 2 K 3176 5151 .40
16 201 10315 ] 7 | Fayeneville, N.C 200 | C 8T | LLE-L L 2654 5 16565
17| mnose 1 3 | Fayeuswille, M. so00 [ © 1722 @mM|C 4546 5171 .42
18| xiemT i 3 | Fayemewville, N.C 000 [ © 1®27 | mag|C £3.00 518978
19 201 103E ] 3 | Fayeneville, N.C BO0a | T 1955 | T ST (T 5086 5 18078
ol T T T i 3 | Fayenewille, MN.C LT 1588 | r o b 54 515854
I T (| 3 | Fayetnewille, N.C sooo [ © 1543 | C Al e £5.04 5101 .67
2 LA ] 3 | Fayeuaville, MN.C 200 | C 2 | MY | 1283 5 1006, 20
I3 2O IEZZ2 ] 3 | Fayeueville, N.C B0 | O HMag | C B[ag o SER 517984
4| monoszs i 5 | Fayettewille, MO so00 [ C 1261 | ¢ w0 | 6345 519106
25 B0l 1032+ ] 3 | Fayetteville. N.C oo | O hAn | O el T £ 300.00
28 0L IDEZS ] 3 | Fayemeville, M.C BO00 | s | MA|C AR ET 517504
bt T T 1 3 | Fayetewille, M.C wo00 [ C 1658 | C 1% |c TS % 189,50
28 0L OR2ET ] 3 | Fayemeville, M.C o0 | C (1AL ke A | 4567 £ 17063
et 0L ] 3 | Fayettgville, ™.C B0 | O 1148 | C LRy B 56,47 519191
30 01 G ] 7 | Fayeineville, N,C 20w | C A5 | ¢ s jc §7.96 520004
h. TOTALS FOR THES PERIOD B A0 0 LEEEE] TH1a4 1,450 21 54 356,04
NOTES:
* Receipts are reguined hor loedging sxpenses and any singls sapanss of 575,00 o mone ta include any meal sxpense for one of mone indisduaks.
" Indcate in Dool, Dype of meal. Enber 0T Mol commarcial meeals, "H" for home pgpained meals.
=== Laundry; Coin - cosl of washer/dryers, laundry 50aps, 81, Other - dry cleaning fupensss
1 NAT [11. YK FMMDO)
Do not forget to Sign and Date this form — Signature date must be after final date claimed
12, REMARKS (Uise this space for aodvbonsl e cpdanabions E'WHMNFDFWWHﬁﬁHMﬂH‘WHMHWﬂWJ
I was TINY 7 & & March dependents remained in lodging
Grocerics were purchosed in the amount of 373,86 these grocerics d nol contain snacks or aleoholic beversges, These groceries
coversd 5 meals. 373.8B6/5 = 14.77
1 have attached a receipt for the dinner meal on 5 March 2000

DD FORM 2612 (BACK), JUN 2006
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Fl’equently ASkEd QueSt|OnS — TQSE DoD Civilian Relocation Travel

Voucher Guide, October 2016

Am | eligible for a TQSE allowance?
You are eligible for a TQSE allowance if you are an employee who is authorized to transfer; and

(@) Your new official station is located within the United States; and
(b) Your old and new official stations are 50 miles or more apart (as measured by map distance) viaa
usually traveled surface route.

Who is not eligible for a TQSE allowance?

New appointees, employees assigned under the Government Employees Training Act (5 U.S.C. 4109), and
employees returning from an overseas assignment for the purpose of separation are not eligible for a TQSE
allowance.

Must my agency authorize payment of a TQSE allowance?
No, your agency determines whether it is in the government's interest to pay TQSE.

May my immediate family and | occupy temporary quarters at different locations?

Yes. For example, if you must vacate your home at the old official station and report to the new official station
and your family remains behind until the end of the school year, you may need to occupy temporary quarters at
the new official station while your family occupies temporary quarters at the old official station.

Am | eligible for a TQSE allowance if | transfer to a foreignarea?

No, you may not receive a TQSE allowance under this part when you transfer to an area outside the United
States. However, you may qualify for a comparable allowance under the Standardized Regulations(Government
Civilians, Foreign Areas) prescribed by the Department of State. Ask your agency about TQSA and FTA.

May the period for which I am authorized to claim actual TQSE reimbursement for myself be different
from that of my immediate family?

No, the eligibility period for which you are authorized to claim actual TQSE reimbursement for yourself and for
each member of your immediate family must run concurrently. Only En Route travel, Approved Sick Leave, or
TDY can “stop the clock”.

Can | average my meals on my DD Form 2912 (Actual Expense TQSE) and claim $ 10.00 for breakfast,
$20.00 for lunch, and $ 40.00 for dinner everyday?

No, your meals should be claimed based on exactly what you spent and not rounded or estimated. Indicating
meals in this manner can result in an unpaid travel voucher that will be returned to you.

Will my Rental Car, In and Around Mileage, or Hotel Parking be reimbursed while in TQSE?
No, any costs associated with transportation while staying in TQSE are not reimbursable expenses.

Will I receive additional TQSE reimbursement if my lump sum amount is not adequate to cover my
TQSE?

No, you will not receive additional TQSE reimbursement if the lump sum amount is not adequate to cover your
TQSE.

May I retain any balance left over from my TQSE reimbursement if my lump sum amount is more than
adequate?

Yes, if your lump sum TQSE amount is more than adequate to cover your TQSE expenses any balance belongsto
you.
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Miscellaneous Expense Allowance (MEA) DoD Civilian

Relocation Travel Voucher Guide,
October2016

Joint Travel Regulation (JTR), Chapter 5, Part B, Sec10

Miscellaneous Expense Allowance (MEA) is non-discretionary. This means, if you are eligible for MEA, your
agency cannot deny this entitlement. You are always eligible if you sign a new TA and are between official
stations (block 10 of you DD 1614). Read These requirements are different depending on whether you submit for
the flat rate or itemize your expenses. Be sure you do not forget the appropriate statement or required signatures.

You must have discontinued and established a residence in connection with such change of station, regardless of
where the old or new duty station is located. You are required to certify on the voucher that youhave
discontinued your residence at the old permanent duty station (PDS) and have established a residence at the new
PDS in connection with the PCS.

When you report to the new PDS but your dependent(s) remain at the old PDS (or other location), reimbursement
is limited to the single rate until the dependents actually move.

Some Reimbursable Items (including, 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. (Does not include purchasing new appliances in lieu
of conversion.)

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

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

4. Automobile registration, driver's license and use taxes imposed when bringing automobiles into

some jurisdictions, cost of reinstalling a catalytic converter upon re-entry of vehicle into the United

States.

5. Transportation of house pets.

6. Charges for pet quarantine excluding medicine and medical care, grooming, and similar fees for services
that are part of routine pet care.

7.Similar costs.

Some Items that are Not Reimbursable (including, but are not limited to):

1. Fees for boarding pets while preparing to move and during the move to new PDS.

2. Costs/expenses incurred for reasons of personal taste or preference and not required because of the move.
3. Additional costs caused by the employee shipping HHG that exceed the maximum weight allowance
provided by law or this volume.

4. Losses due to the sale/disposal of HHG items that are not convenient or practicable to move.

5. Damage to/loss of clothing, luggage, or other personal items while traveling to the newPDS.

6. Subsistence, transportation, or travel expense in excess of the amounts reimbursed as per diem or

other allowances.

7. Medical expenses due to illness/injuries of the employee or dependents while En Route to the new PDS or
while living in temporary quarters.
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DoD CivilianRelocation

Amount Allowable - Without receipts (FlatRate): Travel Voucher Guide, October 2016

1. $650 or the equivalent of one week's basic compensation, whichever is the lesser amount, for anemployee
without dependents;

2. $1,300 or the equivalent of two week's basic compensation, whichever is the lesser amount, for an
employee with dependents;

Amount Allowable — With receipts(Itemized):

1. Employee's basic salary rate of one week (without dependents)
2. Employee's basic salary rate for two weeks (with dependents)

Note: The basic salary rate refers to the rate in effect at the time the employee reports for duty at the new duty
station. In no instance can the allowable amount exceed the maximum rate of grade GS-13.

*If a claim is made with receipts, paid bills or other acceptable evidence justifying the entire amount
claimed must support it. The travel-approving official must sign the voucher in block 21a.

Voucher submission for MEA:
For directions on how/where to submit, see pages 5-7 of this handbook.

1. DD Form 1351-2 (Travel Voucher/Sub voucher) — All of block 20 must be completed in full — seeexample
a. Indicate in Block 12 of the DD Form 1351-2 who actually relocated.
b. You must include one of the following statements in block 15 of DD Form 1351-2 (no itinerary
needed):
o | certify that 1 have discontinued MY residence at the old PDS and have established a residenceat
the new PDS." (Single rate)
*OR*
o | certify that WE have discontinued OUR residence at the old PDS and have established a
residence at the new PDS." (With dependents)
c. Indicate in Block 18 of the DD Form 1351-2 “MEA” and the dollar amount being claimed for flat rate or
the actual expenses (matching receipts) for itemized MEA (see example)
2. DD Form 1614, Travel Authorization, including any and all amendments/pages.

3. If itemizing, receipts are required.
4. If itemizing, approving official (AO) signature is required on the 1351-2. (Complete 21infull)
5. If itemizing, a copy of a recent LES is required
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HOW tO Complete FO rm 1351'2 fOFl\/lEA Travel Voucher Guide, October 2016

Block 1: PAYMENT
Electronic Funds Transfer (EFT) is mandatory absent a waiver from your agency. You may submit a SF 1199,DD
2762, or other documentation as long as it contains the following to ensure payment is properly transferred to
your account:
*The Traveler's name, SSN andaddress
*The routing number and accountnumber
*Whether the account is Checking orSavings
SPLIT DISBURSEMENT when you would like funds applied directly to your government travel card, place an*“x”
in the block requesting it and indicate the dollar amount to be sent. If reimbursement is less than theamount
requested, then the whole reimbursement would be sent to the Government Travel Card, regardless of whichitems
were or were not paid.
Block 2: Name: Last name, first name, and middle initial of Employee.
Block 3: Grade of the Employee.
Block 4: Social Security Number of Employee — full 9 digits
Block 5: Indicate “PCS” and “Member/Employee” if only the employee traveled
Indicate “PCS” and “Dependent(s) if only the spouse traveled
Indicate “PCS”, Member/Employee” and “Dependent(s)” if the employee and the spouse traveled together.
Blocks 6a-6d: Valid mailingaddress
Block 6e: Valid and legible e-mail address (Extremely Important!)
Block 7: Daytime telephone number in the event DFAS should need to make contact (we will typically use your email)
Block 8: Order/Authorization number which is listed on the original orders (See DD Form1614 Block 25)
Block 9: List any and all previous payments paid from any finance office pertaining to the travel period being
claimed.
List “0.00” if you have not received any payments and “?” if you are not certain.
Block 10: This block may be used to make a note for the examiner, to explain something, if applicable
Block 11: Employee’s new duty station address where employee is being assigned. (See DD Form1614 Block8).
Blocks 12: Complete for all dependents who have relocated
Block 12a: List the last name, first name, and middle initial your dependents
Block 2b: Enter “spouse”, son, daughter,etc.
Block 12c: List the date of marriage for spouse and birthdays of all other dependents
Block 13: List the address where dependents were residing at time PCS orders were received,
Block 14: Indicate whether household goods have been shipped.
Block 15: Itinerary —use this block for your required MEA statement
e "l certify that | _have discontinued MY residence at the old PDS and have established a residence
at the new PDS." (Single rate)
o | certify that WE have discontinued OUR residence at the old PDS and have established a
residence at the new PDS." (With dependents)
Block 16: POC Mileage — not needed for aMEA
Block 17: Duration of Travel - not needed for a MEA claim
Block 18: List MEA and the total flat rate amount claimed, or each item itemized — see example
Block 19: Not applicable for Civilian PCS travel unless TDY En Route
Block 20a&b: Signature of traveler and date the voucher wassigned. Do not forget the date in block 20B, even if it is
in your digital signature. Signature date must be after final date claimed.
Block 20c-f: Reviewer’s signature and date. All parts (20c, 20d, 20e, & 20f) must be completed or voucher will be returned.
A supervisor/reviewer signature and date are requiredfor all claimssent to
DFAS.Signature date must be after 20B.
Block 21: Required for itemized MEA
Blocks 22 — 28: These blocks are not used forlVEA
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DoD CivilianRelocation

Movement and Storage Of HousehOId Travel Voucher Guide, October 2016

Joint Travel Regulations (JTR), Chapter 5, Part B, Sec5

If you were prior military, Movement of HHG as a civilian is not the same as aDITY. In most cases,
you will be reimbursed for your out of pocket expenses only, up to the government cost, and based on paid in
full receipts. As with all of your PCS entitlements, read carefully and discuss with your agency and/ or
transportation office prior to setting up the movement of your HHG’s. Be sure to maintain copies of your
weight tickets as they will be needed for reimbursement.

The maximum weight allowance of HHG that may be shipped or stored at government expense is 18,000 pounds
net weight. For uncrated or van line shipments, a 2,000 pound allowance is added to the 18,000 pounds net
weight allowance to cover packing materials for the shipment. In no case may a shipment weigh over 20,000
gross pounds (the 18,000 pounds net weight of the uncrated HHG plus the 2,000 pound allowance for packing
materials). The relocating employee is responsible for reimbursing the government for all costs incurred if the
shipment is overweight. There are two methods of shippingHHG:

There are two methods of shippingHHG:

1. Actual Expense Method / Government Bill of Lading (GBL)
2. Commuted Rate Schedule (CRS)

Commuted Rate is NOT an option for a move involving a location Outside the Continental United States
(OCONUS). Before any PCS authorization is issued for CONUS to CONUS PCS move, a cost comparison must
be done between the actual expense (GBL) and commuted rate methods of shipping HHG.

In the event the estimated cost under one method exceeds the estimated cost under the other method by more than
$100, the more economical method must be used. Your travel authorization must state authorization of one of the

above-mentioned (GBL or Commuted Rate) methods. You have one year from your report date to complete your
HHG shipment.

Note: The certified weight of goods moved MUST be obtained from the mover. (When loading a rental or personal
vehicle you must show the vehicle weight both before and after the household goods are loaded.) The weight
tickets are necessary to show proof of the Gross weight (total weight of goods loaded plus truck weight), Tare
weight (weight of truck without goods), and Net weight (weight after deduction of tare weight - goods loaded on
truck minus the weight of the truck). Itemized paid receipts are also required for properreimbursement.

Actual Expense/GBL — When the government moves you or you move yourself.
When actual expense/GBL is authorized, and the government moves you, you do not submit a voucher to DFAS.

However, if you did incur out of pocket expenses and are looking for reimbursement, you will claim your cost.
Reimbursement will be limited to what it would have cost the government to move you. Either way, you are
responsible for contacting the appropriate transportation office (usually the closest military facility) in orderto:

1 — Obtain a memo. If you choose to personally arrange to move the HHG in lieu of using the authorized GBL, you
may only be reimbursed for the actual incurred expenses (i.e., boxes, packing tape, rental truck, gas, etc.) not to
exceed what the GBL shipment cost would have been. Keep a copy of all receipts for related expenses in addition
to proof of weight, for payment consideration. You will need a memo from transportation to show the weight
you moved and what the cost would have been, had the government moved the same amount of weight.

2 - Make arrangements for packing, moving and unpacking, if you choose to have the government assumes the
responsibility for selecting the moving company and pays transportation vouchers directly to the carriers. You do
not file a voucher with the paying travel office; however, you must provide a copy of the GBL for tax purposes to
the paying travel office if there is storage over 30 days.
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Commuted Rate SChedUIe (CRS) Travel Voucher Guide, October2016

When CRS is authorized, you may choose to move the HHG yourself, or hire a commercial mover to do so.The
"Commuted Rate Schedule for Transportation and Storage of Household Goods," as published by the General
Services Administration (GSA), is used in determining reimbursement (seeJTR).

Helpful Hints

The government does not reimburse you for Additional VValuation Charges (extra insurance).

The followind items may not be shipped as HHG (for a complete listing see JTR. Appendix A):

1. Motor vehicles, boats that cannot be fitted into a van (whether or not actually shipped by
van), airplanes, mobile homes, camper trailers, and farming vehicles

2. Live animals, birds, fish, and reptiles

3. Cordwood and building materials

4. Property for resale, disposal, or commercial use rather than for use by the employee or
immediate family

5. Privately owned live ammunition

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

In addition, carrier tariffs may prohibit the shipment of the following:

1. Articles that cannot be taken from the premises without damage to the article or the premises
2. Perishable articles including frozen foods, articles requiring refrigeration, or perishable plants

Note: Irreplaceable items and articles with high monetary or sentimental value are not provided special
security. You are advised to personally transport theseitems.

Note: The total amount that may be paid or reimbursed by the government for a PCS HHG shipment cannot
exceed the cost of transporting the property in one lot by the most economical route from the last permanent duty
station of the transferring employee to the new permanent station or the actual residence (as appropriate).

Note: Shipment of HHG is limited to those owned by you and your dependents when shipment or storage begins
(whichever comes first).

As to storage of HHG, you may need to store all, or a portion, of your HHG before you move into a permanent
residence at the new duty station. Temporary storage should not exceed 60 days (CONUS-CONUS) and 90days
(to/from OCONUS) unless the employee requests (in writing) an additional period, NTE 90 days, thatis
authorized/approved by a Service/Defense AGENCY designated official. Under no circumstances maya
Service/Agency authorize/approve SIT at GOV'T expense for CONUS to CONUS shipments exceeding a total of
150 days (CONUS) or 180 days (to/from OCONUS). If no additional storage is authorized/approved, the
employee is financially responsible for additional storageexpense.
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For directions on how/where to submit, see pages 5-7 of thishandbook.
Voucher Submission:

1. DD Form 1351-2 (Travel Voucher/Sub voucher) — All of block 20 must be completed in full — seeexample
2. DD Form 1614, Travel Authorization, including any and all amendments/pages.

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

4. Paid commercial bill of lading if moved by a commercial mover or paid rental truck receipt ifa

personally procured move. Itemized receipts incurred by the move.

5. Government cost construction memo from your transportation office

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

7. Indicate advances received in block 9 on the DD Form 1351-2 or provide advance payment paperwork.

How to complete Form 1351-2 for your HHG

Blocks 1 —11: Complete all Blocks as withall previous vouchers in this handbook

***Ensure your current address is provided witheach claim submission. ***

Block 12 — 17: Not required to be completed for HHG

Block 18a: List the date the expense was paid

b: List itemized expenses — e.g. “U-Haul”
c: List the amount being claimed

Block 19: Not required for Civilian PCS travel.

Block 20a&Db: Signature of traveler and date the voucher wassigned. Do not forget the date in block 20B,
even if it is in your digital signature. Signature date must be after final date claimed.

Block 20c-f: Reviewer’s signature and date. All parts (20c, 20d, 20e, & 20f) must be completed or voucher will
be returned. A supervisor/reviewer signatureand date are requiredfor all claimssentto DFAS.
Signature date must be after 20B.

Block 21: Would be required for an “after the factentitlement”

Block 22: If block 21 is completed, block 22 would explain the “after the fact entitlement”

Blocks 23 — 28: These blocks are not used for HHG Claims
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Fl’equently Asked Questions -HHG Travel Voucher Guide, October 2016

Who is eligible for the transportation and temporary storage of household goods (HHG) at
government expense?

The following are eligible for the transportation and temporary storage of household goods (HHG) at
Government expense when relocation has been determined to be in the interest of the Government:
(a) An employee transferred between official duty stations, within or outside the continental United
States (CONUS);
(b) A new appointee to his/her first official duty station within or outside the CONUS;
(c) An employee being returned to CONUS for separation from an outside CONUS assignment, after
completion of an agreed upon period of services;
(d) An SES employee authorized last move home benefits under §8302-3.304 through 302-3.315
(e) An employee authorized a temporary change of station (TCS).

May HHG be transported or stored in more than one lot?

Household goods may be transported and stored in multiple lots; however, your maximum HHG weight
allowance is based upon shipping and storing all HHG as onelot.

What documentation must be provided for reimbursement?

When claiming reimbursement under the commuted rate, you mustprovide:

(@) A receipted copy of the bill of lading (reproduced copies are acceptable) including any attachedweight
certificate copies if issued; or

(b) Other evidence showing points of origin and destination and the weight of your HHG, if no bill of
lading was issued, or

(c) If acommercial HHG carrier is not used, you are responsible for establishing the weight of the HHG, and
temporary storage by obtaining proper certified weight certificates. Certified weight certificates include the
gross and tare weights. This is required because payment at commuted rates on the basis of constructive
weight usually is not possible.
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An employee Permanent Change of Station (PCS) to or from an OCONUS Permanent Duty Station (PDS) may
be authorized shipment of one Personally Owned Vehicle (POV) when the Authorizing Official (AO)
determines that it is in the government's best interest for the employee to have the use of a POV at the OCONUS
PDS. OCONUS shipment is handled directly by the government and is not typically claimed for reimbursement
onForm 1351-2.

POV Shipment within CONUS

When the cost of shipping a vehicle is advantageous to the government, shipment of one or more POV(s)may
be authorized at government expense between PDS locations within CONUS. In some cases it is advantageous
to the government for the traveler to personally procure the CONUS to CONUS shipment and reimbursement
for the shipping costs can be claimed on Form 1351-2. A government cost construction memo isrequired,
drafted by the transportation management office, to show the government cost to ship thevehicle.

Note: There is no authority for rental car reimbursement while awaiting POV arrival. Travelers should check to see if
the POV shipping contract contains any rental provisions.

How to complete Form 1351-2 for your CONUS to CONUS POV Shipment

Blocks 1 — 11: Complete all Blocks as withall previous vouchers in this handbook
*** Ensure your current address is provided with each claim submission. ***
Block 12 — 17: Not required to be completed for POV Shipment

Block 18a: List the date the POV wasshipped.

b: List “POV ShipmentCONUS”
c: Listthe amount being claimed for POV Shipment.

Block 19: Not required for Civilian PCS travel.

Block 20a&Db: Signature of traveler and date the voucher wassigned. Do not forget the date in block 20B,
even if it is in your digital signature. Signature date must be after final date claimed.

Block 20c-f: Reviewer’s signature and date. All parts (20c, 20d, 20e, & 20f) must be completed or voucher will
be returned. A supervisor/reviewersignatureand dateare requiredfor all claimssentto DFAS.
Signature date must be after 20B.

Block 21: Would be required for an “after the factentitlement”

Block 22: If block 21 is completed, block 22 would explain the “after the fact entitlement”

Blocks 23 — 28: These blocks are not used for POV Pick-up/Drop Off

VVoucher Submission for POV Shipment

For directions on how/where to submit, see pages 5-7 of this handbook.

1. DD Form 1351-2 (Travel Voucher/Sub voucher) — All of block 20 must be completed in full

2. DD Form 1614, Travel Authorization, including any and all amendments/pages.

3. Include proof of payment for any expenses of $75 or greater in the form of paid receipts

4. Include a Cost Construction memo from the government Transportation Management Office
showing the government cost to ship the vehicle that was personally shipped.
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POV Pick-up and/or Drop-off

Joint Travel Regulation - Chapter 5, Part B6

POV ShipmentOCONUS

An employee Permanent Change of Station (PCS) to or from an OCONUS Permanent Duty Station (PDS) may be
authorized shipment of one Personally Owned Vehicle (POV) when the Authorizing Official (AO) determines that
it is in the government'’s best interest for the employee to have the use of a POV at the OCONUS PDS.

About POV Pick-up or Drop-off Expense Reimbursement

An employee PCS move to or from an OCONUS PDS may be authorized shipment of one Personally Owned
Vehicle (POV) when the Authorizing Official (AO) determines that it is in the government's best interest for the
employee to have the use of a POV at the OCONUSPDS.

Reimbursement may be authorized at the applicable PCS MALT rate for one-way travel for the official distance
traveled to the port/VVPC to deliver the POV, and from the port/VVPC after reclaiming the POV. Mileage rate for
POV pickup is the PCS mileage rate, not the TDY mileage rate

Limited reimbursement is also authorized for the actual one-way return transportation cost from the port/\VPC

to the old PDS/actual residence, as appropriate, after delivering the POV, and to the port/\VVPC from the new PDS/
actual residence, as appropriate, to pick up the POV. Paid receipts are required for transportation

expenses claimed in the amount of $75 and greater. Per diem is not payable when a traveler makes a separate
trip to a port/\VPC to deliver/pick up thePOV.

Sometimes the vehicle can be dropped off on the way out of the country or picked up on arrival on the way tothe
new PDS. This is called En Route POV pick-up or drop-off. In those cases, the POV pick-up and/ordrop-

off travel should be completed on the same Form 1351-2 itinerary as the En Route travel, showing DV orPV

as the reason for an authorized stop at the Vehicle Processing Center (VPC) location. See the En Route

Travel section of the handbook for an example of En Route POV pick-up.

Often it is not possible to drop off or pick up the shipped vehicle in conjunction with the En Route travel. In
this case a separate round trip is authorized, from the old PDS to/from VVPC location for drop off and fromthe
new PDS to/from the VPC location for pickup. A separate Form 1351-2 is required for the roundtrip drop-off
and/or pick-up travel reimbursement. The instructions are in the next sectionbelow.
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How to complete Form 1351-2 for POV Pick-up / Drop-Off Expenses

Blocks 1 —11: Complete all Blocks as withall previous vouchers in this handbook

***Ensure your current address is provided witheach claim submission. ***

Block 12 — 14: Not required to be completed for POV Pick-up/Drop-off reimbursement claims

Block 15a: Date: List the year the travel was conducted on the line in thisbox.

Next to “DEP” and “ARR?” list the month and day of departure and arrival (e.g.,05/14).

Block 15b: Place: Enter a specific location — City, State, a Fort, or a Country — do not enter “HOR”, “Hotel”

Block 15c: Mode of Travel — See 2 letter codes on page 2 0f1351-2
For example, PA = Personal Auto, CP = CommercialPlane

Block 15d: Reason for Stop — See 2 letter codes on page 2 of the1351-2
AD = Authorized Delay (an overnightstop)

AT = Awaiting Transportation (brief, not an overnight stop, such as at anairport)
MC = Mission Complete

Block 15e: per diem is not authorized for a round trip POV pickup/drop off, regardless of distance

Block 15f: Enter the total miles driven for each leg oftravel.

Block 15e: NA - per diem is not authorized for a round trip POV pickup/drop off, regardless of distance

Block 16: POC Mileage — Own/Operate must be checked to be reimbursed for mileage

Block 17: Notrequired

Block 18a: List the date the expense was incurred

Block 18 b: List the type of expense (taxi, tolls, etc.)

Block 18 c: List the amount being claimed for each expense

Block 18 d: Leave blank

Block 19: Not required for Civilian PCS travel.

Block 20a&Db: Signature of traveler and date the voucher wassigned. Do not forget the date in block 20B,
even if it is in your digital signature. Signature date must be after final date claimed.

Block 20c-f: Reviewer’s signature and date. All parts (20c, 20d, 20e, & 20f) must be completed or voucher will
be returned. A supervisor/reviewer signature and date are required for all claimssent to DFAS. Signature
date must be after 20B.

Block 21: Would be required for an “after the factentitlement”

Block 22: If block 21 is completed, block 22 would explain the “after the fact entitlement”

Blocks 23 — 28: These blocks are not used for POV Pick-up/Drop Off

Voucher Submission for POV Pick-up/Drop-Off:

For directions on how/where to submit, see pages 5-7 of this handbook.

1. DD Form 1351-2 (Travel Voucher/Sub voucher) — Be sure to mark “own/operate” only inBlock
16 if you are claiming POV mileage. All of block 20 must be completed in full — seeexample

2. DD Form 1614, Travel Authorization, including any and all amendments/pages.

Itinerary/paid in full receipt of air schedule to include the transportation cost, if flying, whether

4. Include proof of payment for any expenses of $75 or greater in the form of paid receipts

w
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Joint Travel Regulation - Chapter 5, Part B14 andB15

You may be authorized reimbursement for certain expenses paid by you in connection with the sale of your
residenceat the old duty station and/or the purchase of a residence at the new duty station.

In lieu of real estate sale expenses at the old duty station, reimbursement is allowed for expenses associated with
the settlement of an unexpired lease on a place of residence or the hiring of a property management service to
handle rental and/or maintenance management of your residence at the old duty station. See their separate
sections for information on unexpired lease or property management servicesallowances.

The following limitations apply to Real Estate and related reimbursements:

1. A transportation agreement must be signed

2. The residence is defined as the residence from which the employee regularly commutes to and from work

3. The residence at the old PDS must be the employee's actual residence at the time he/she was first informed by

the appropriate authority that he/she was to be transferred to a new duty station

The settlement dates for the sale or purchase transaction must be within the one-year time limitation

The PCS must be authorized between two duty stations within the United States and/or non- foreign OCONUS

areas like Hawaii or Puerto Rico (with exceptions)

6. When an employee at a CONUS PDS is assigned to a foreign PDS, then transferred back to a different
CONUS/non-foreign OCONUS PDS than the one from which they departed when transferred to the foreign
PDS, the employee may be eligible for reimbursement of expenses to sell the residence at the original CONUS
PDS from which they departed overseas.

7. There is no authority for reimbursement of expenses to travel to the old duty station to finalize real estate
transactions.

o &

Time Limitations — How long do I have to buy/sell my home?

The settlement dates for the sale and/or purchase for which reimbursement is requested must not be later than one
year after the date that you reported for duty at the new duty station. Upon your written request, the one-year time
limitation may be extended by the commanding officer of the activity bearing the cost, or his/her designee for an
additional period of time not to exceed one additional year.

The written request should be submitted to the appropriate authority as soon as you become aware of the need for an
extension and must be before the expiration of the one-year limitation. An extension may be granted only if
extenuating circumstances prevented the employee from completing the sale, purchase and/or lease termination
transaction within the initial 1-year period and that the delayed transactions are reasonably related to the PCS.
(CBCA 2092-Relo, 13 October2010)

Time Limitations — How soon can | buy/sell my home?

The general rule is that you may be reimbursed for real estate expenses incurred before, and in anticipation of a
transfer, if a clearly evident administrative intent to transfer you exists at the time the expenses are incurred. Due to
legal requirements, if the claimed expense was incurred before the travel authorization (DD 1614) was issued or
transportation agreement (TA) signed, DFAS-Rome requires that a copy of written intent to transfer accompany the
real estate claim, to authorize reimbursement (e.g., if you have been placed in the priority placement program, or
you have formally accepted the offer to transfer). You must have a travel authorization (DD Form 1614) prior to
submitting a claim for reimbursement of authorizedexpenses.
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Ownership and Title/Lease requirements - The title to the residence at the old or new duty station must be in your
name alone, or in the joint names of you and one or more dependents, or solely in the name of one or more

dependents. If the title is in your name and/or that of someone who is not your dependent only a partial
reimbursementis given.

Title interest must have been acquired prior to the date you were first officially notified of the transfer. In cases where
a divorce occurs prior to the settlement date of a real estate transaction, and the ex-spouse is on the title, generallya
partial reimbursement is made. You are only reimbursed for expenses actually incurred and paid by you ora
dependent.

Reimbursement Limits - For employees whose effective date of transfer is on or after March 22, 1997, the following
rates apply: In connection with the sale of the residence at the old PDS, reimbursement must not exceed 10 percent of
the actual sale price. In connection with the purchase of a residence at the new PDS, reimbursement must not exceed 5
percent of the purchaseprice.

Allowable Expenses for Sale of Residence
The following expenses are typically reimbursable when reasonable in amount and customarily paid by the seller inthe
locale where the property is situated:

1. Broker's fees or realtor commission

2. Other advertising and selling expenses (i.e., newspaper, bulletin board, multiple-listing services, etc.)
ONLY if not listed with abroker

3. Costs of title search, abstract prep, and legal fees for a title opinion/title insurance policy

4. Costs of preparing conveyances and other instruments/contracts

5. Related notary fees and recording fees

6. Costs of making surveys and/or preparing drawings or plats - only when required for financing purposes

7. Lender required inspections

8. Transfer taxes

9. Reasonable attorney fees

10. Charge for prepayment of a mortgage

Allowable Expenses for ResidencePurchase
The following expenses are typically reimbursable when reasonable in amount and customarily paid by the buyer inthe
locale where the property issituated:

FHA or VA fee for the loan application
Loan origination fees (generally up to 1 percent of loan amount)
Credit report
Mortgage and transfer taxes
State revenue stamps
Mortgage title insurance policy paid for by the employee on a residence purchased by the employee for
the protection of, and required by, the lender
7. Expenses in connection with the construction of a residence that are comparable to purchasing an
existing residence
8. Lender's appraisal fee (only one is reimbursable)
9. Survey
10. Closing costs
11. Recording fees
12. Document preparation fees
13. Reasonable attorney fees
14. Expenses in connection with environmental testing and property inspection fees when required

U~ wh P
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Expenses which are not reimbursable

1. Except as otherwise provided, the following items of expense are not reimbursable:

2. Owner's title insurance policy, "record title" insurance policy, mortgage insurance or insurance against loss
or damage of property, and optional insurance (except as in JTR Para 5912 4.a.9)

3. Tax service fee (charged to buyer to compute and prorate the tax obligation)

4. Interest on loans, points, and mortgage discounts or "rate buy downs"

5. Home owners warranty (ERA warranty, Blue Ribbon warranty)

6. Property taxes

7. Operating or maintenance costs

8. Cashier's check

9. Any fee, cost, charge, or expense determined to be part of the finance charge

10. Home improvements

11. VA funding fee

12. Buyer's expenses paid by the seller

13. Expenses that result from construction of a residence

14. Legal fees where sale is not consummated

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

Legal and HR must be involved in the review and approval of real estate claims.

DFAS recommends that a legal review memo, drafted by your command’s legal office, be enclosed with real
estate claim packages as it will often be required to verify local real estate legal requirements andcustoms

Helpful Real EstateHints

You do not have to sell the residence at your old official station to be eligible for residence purchase transactions
at your new official station.

When buying a home, ask your bank to itemize or spell out what is included in your "points" charges. Sometimes
the charge for points includes an appraisal fee, legal fees for document preparation, and survey cost, each of which
maybe reimbursable if listed as such. Points relating only to mortgage interest are not reimbursable.

A complete real estate sale/purchase contract, signed and dated by both the buyer and seller, is required. This is
the very first document signed, the accepted purchase offer, and is usually signed with the real estate agent. We must
have all pages, including any addendums.

The real estate transaction settlement/closing disclosure statement, signed by the employee, is required. (Hud-1,
ALTA, etc.) Most versions do not have a designated location for a signature. Sign and date it, anywhere.

Separate complete packages must be submitted for a sale and purchase of a residence. This means, you will submit
all required documents for your sale in one submission (submit by fax, email, or TVD) with all required documents
(1351- 2, orders, amendments, DD 1705, etc.). You will do the same for a purchase. Do not try to send these
claims together. They are too large and involved and cannot be processed as onetransaction.
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All real estate sale and purchase claims require Form 1705 to be filled out by the employee or and signed by their
command as detailed below:

All DFAS and DISA funded employees should submit their claims for review and signature on Form 1705 block 18/19
and 20 by fax to 317-212-7369. POC phone number is 317-212-3254 or DSN (312) 699-3254. If you are unable to
submit a fax then DFAS and DISA funded employees may submit their claims by mailto:

DFAS INDIANAPOLIS CENTER ATTN: DFAS/HG, COL. 208BB PCS REALESTATE
8899 EAST 56TH STREET INDIANAPOLLIS, IN46249

All Navy and Civilian Army funded employees should submit their claims for review and signature in block 18 or 19to
your designated agency or official.

For Sale of residence - The official designated to approve reasonableness of charges at the OLD DUTY STATION
(generally a lawyer in the legal office or a personnel officer) must review and sign the DD Form 1705 in section IV,
block 18. In cases of base closure, ordinarily the nearest military installation reviews claims for reasonableness.
Note: All DFAS funded employees see directionsabove.

For Purchase of residence - Submit to the Personnel office at your NEW DUTY STATION to be forwarded tothe
official designated to approve reasonableness of charges. The official signs the DD Form 1705 in section 1V, block19.
Note: All DFAS funded employees see directionsabove.

BOTH sale and purchase of residence must be approved by the NEW DUTY STATION official designated to approve
payment, by a signature on the DD Form 1705 in section 1V, block 20.

The following guidelines may prove helpful when transferring expenses from the settlement statement to the DD _Form
1705 Completion of this form is your responsibility. DFAS Customer Care Center cannot assist with the completion of
this form. See your HR office and/or your legal office for additional assistance.

Partl:
Make sure employee information matches Form 1351-2.

Partll:
Make sure transfer information matches the Form 1614 orders for the PCSrelocation.

Part111:

Make sure residence information matches the settlement or closingstatement.
Sign and date the certifying statement in Block 16 for ResidenceSale.

Sign and date the certifying statement in Block 17 for ResidencePurchase.

Part 1V
Approving official signature and date are required in Block 18a-c and 20a-c for ResidenceSale.
Approving official signature and date is required in Block 19a-c and 20a-c for Residence Purchase.

Part V

Transfer the expense items from your settlement/closing statement to the related allowable expense sections in Blocks
21 — 26. For fastest processing, itemize the individual real estate expenses and provide their line items fromthe
settlement statement, if possible. Note any reimbursable expenses paid outside of closing and not listed onthe
settlement states. Make sure that itemized, paid receipts are included for any real estate expenses that are not listed on
the settlement/closing statement.
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Voucher submission for Real Estate Travel Voucher Guide, October 2016
For additional directions on how/where to submit, see pages 5-7 of this handbook.

Due to the file size of a Real Estate claim, Travel Voucher Direct is stronglyencouraged.

Real Estate Voucher Submission
** Remember not submit the sale and the purchase together **

1.

o

DD Form 1351-2 (Travel Voucher/Sub voucher)
Complete block 18 for either “Real Estate Sale” OR *“Real Estate Purchase” in block 18 (Never both!)
All of block 20 must be completed in full — signatures and dates
DD Form 1614, Travel Authorization, including any amendments.
A DD Form 1705 properly completed for the Sale of Residence
**OR** A DD Form 1705 properly completed for the Purchase of Residence

NEVER try to claim both the sale and the purchase on one DD Form1705
A copy of the Closing Disclosure Statement/HUD-1. (Itemized list of charges for the sale Or purchase ofa
residence. This form requires the employee's signature anywhere on the form.
A complete copy of Sale and/or Purchase agreement. (Must have both the seller and buyer's signature.) This
is the form you sign with the real estate agent when the offer is made and accepted, including addendums
DFAS-Rome requires a copy of receipts for expenses paid in cash outside of closing. (i.e., application fee,
credit report, etc.)

How to complete Form 1351-2 for Real Estate Purchase or Sale

Blocks 1 -11

Complete all Blocks as withall previous vouchers in this handbook
*** Ensure your current address is provided with each claim submission. ***

Block 12 — 17: Not required to be completed for Real Estate reimbursement claims
Block 18: Reimbursable Expenses:

a: List the real estate transaction closingdate
b: Specify Real Estate Sale or Real Estate Purchase (only one per voucher)
c: List the total expense amount as approved on Form 1705 Block 20

Block 19: Not required for Civilian PCS travel.
Block 20a&b: Signature of traveler and date the voucher wassigned. Do not forget the date in block 20B, even if it

is in your digital signature. Signature date must be after final date claimed.

Block 20c-f: Reviewer’s signature and date. All parts (20c, 20d, 20e, & 20f) must be completed or voucher will

be returned. A supervisor/reviewer signatureand date are requiredfor all claimssentto DFAS.
Signature date must be after 20B.

Block 21: Would be required for an “after the fact entitlement”, not typical for Real Estate claims
Block 22: If block 21 is completed, block 22 would explain the “after the fact entitlement” e.g. Excess baggage
Blocks 23 — 28: These blocks are not used for Real Estate
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REIMBURSEMENT FOR REAL ESTATE SALE AND/OR PURCHASE CLOSING COST EXPENSES
Dol Chvifan Employess when transferring due to Permanent Change of Station (PCS)

PRIVACY ACT STATEMENT
AUTHORITY: 5 USC 5724 and EQ 9397 [SSN).
PRINCIPAL PURPOSE[S): Used by DwoD civilian employess to request reimburserment of real ectate expencec related to the cale andfor
purchacze of their primary recidence dues to & permanent change in their duty ctations.
ROUTINE USE|S): None=.
MSCLOSURE: Voluntary; howewver, completion of thic form ic necezcary before reimburcermnent may be suthorized and expenzec paid. The
perzonal informaton requected ic needed to identify the employee.

EMPLOYEE INSTRUCTIONS

1. Prepare an original and one copy of the Reimburcement for Real Estate Sele and/or Purchaze, DD Form 1705, Complete all blocks in Parts 1,
I, or Iil and erter all applicable amounts snd totals in Columins (1) and | 2] of Fart V', on the back of thiz form.

2. Attsch one complete cet of required cupporting documents, e.g., cales agreement between buyer and celler, cettlement ctatement, etc.
Alease sphmif copies as the documents are pof referned.  Sign and date in the applicable Employee Certification block.

3. Submit Trevel VYoucher or Subvoucher. DD Form 1351-2, slong with the original DD Form 1705 and copies of supporting documents to

your supervisor. fefain = of this ciaim ication amnd fhe orgi af aill ing docenmerndts for sona files.
PART | - EMPLOYEE INFORMATION
1. MAME (a5, Frsr, Mdale Intiall 2. SOCIAL SECURITY NO. 3. MAILING ADDRESS (include ZF Cods)

4. WAS A REAL ESTATE CLAIM PREVIOUSLY SUBMITTED FOR EXPENSES FOR
THIS PCS TRANSFER? (X ona) [_I yee | Iwo
1 1 |
PART Il - TRANSFER INFORMATION
5. YOUR NOTIFICATION DATE OF | 8 £40 DUTY STATION LOCATION 7. WEOW DUITY STATHM LOCATION
THIS TRANSFER | ¥ ¥ Y YLAUDD)

BE. TRAVEL AUTHORIZATION DATE 9. DATE TRANSPORTATION AGREEMENT SIGNED | 10. DATE REPORTED FOR DUTY AT MEW DUTY
(Y¥Y YD) Y ¥yauoo) STATION |¥¥¥¥AaWDo
PART Il - RESIDENCE INFORMATION a. PROPERTY AT OLD DUTY STATION k. PROPERTY AT NEW DUTY STATION

11. COMPLETE RESIDENCE ADDRESS
finciude apatmant number and ZiP Codal

1Z. NUMEER OF DWELLING UNITS

13, CLOSING OR SETTLEMENT DATE | ¥ ¥ ¥ROMDoY

14. SALE ANDVOR PURCHASE PRICE i 5
15. TOTAL EXPENSES CLAIMED 5 5
EMPLOYEE CERTIFICATIOMN|S)
16. SALE OF OLD RESIDENCE 17. PURCHASE OF NEW RESIDENCE
| cartify that the amourts claimed = Part V in conjunction with the above | cxartity that tha amounts clsimed in Part W = conjunction with the sbows
sale represert only amounts actually paid by me. that title to the proparty was purchaze reprasent anly amounts actually paid by me, and that il to the
in my nams andlor & mambar of my immediate family, and that thiz was my proparty = i my naame and/or 3 member of my immediate familly and iz My new
primiary residencs when | was first definiteby mformed of my transiar. primary residenoe.
%D‘EE SIGNATURE b. DATE /¥¥ ¥y RRdD0f I EP‘LD‘I"EE SIGNATURE b. DATE {¥¥¥yRduann)

MANAGEMENT INSTRUCTIONS
To be reviewed/compieted by the amployes s supsrvisor or the official designated by the commanding officer of the employes's activfy. |
1. For Zalec and Purchazez: Send the original Reimburcerment for Real Ectete Sale and/or Purchaze Clocing Coct Expences, DD Form 17085,
and copiec of the cupporting documents to the official decignated to approve the reaconablenecc of the expences itemized in Part V.
2. Submit the original DD Form 1705 and copies of the supporting documents, including the Travel Voucher or Subvoucher, DD Form 1351-2,
to the appropriate payment spproving official in the paying office.

PART IV - MANAGEMENT APPROVAL INFORMATION

18. SALE EXPENSES 18, PURCHASE EXPEMSES 20. PAYMENT APPROVAL BY NEW DUTY STATION
The saka eepenses claimed n Part WV are Tha purchass copenses claimed in Part V are Payment of thiz claim iz approved in tha amiount
approved iz being reesonabie in amount and approved as being reasonable in amount and af
customarily paid by a saller in tha locality where the | customar@y pad by a buvar in the bocality whene the %
proparty is ooated. property is looated.
AT CLAIMED _! AS CLAIMED H amount aporeved iz kess than amount dammed,
A% REDUCED (Sec artached mamo) | AS REDUCED (Soc sttached memal o
TURE b. DATE TURE b DATE TURE b DATE
I%ﬁ. MY YAALDD) ﬂn (Y ¥ YRODDY ﬂﬁ ]
o. TITLE o. TITLE o. TITLE
DD FORN 1705, OCT 2002 PREVIOUS EDITION IS OBSOLETE. Adoos Frofesziora K
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PART W - EXPENSES INCURRED AND PAID IN SELLING RESIDENCE AT OLD DUTY STATION AND/OR PURCHASING RESIDENCE AT NEW
DUTY STATION

TOTAL AMOUNTS PAID

(1] (2]

EXPENSE ITEM AND EXPLANATION SALE EXPENSES FOR FURCHASE EXPENSES
FORMER RESIDENCE | FOR NEW RESIDENCE AT

AT OLD DUTY STATION NEW DUTY STATION

21. SALES/BROKER™S COMMISSION FEES: The sales commission paid to a broker or real sztate
agent for saling former esidence.  Includes fees for listing the residence and paymant for multiple %
=ting service, whan not inchudad in the commizsion paid to the brokar or the agert.

22 ADWVERTISING FEES: Esxpenses paid for newspapsr and other sdwertizirg when a direct zale = %
made withowt using the carvices of a real estate broker or real estate agent.

23. APPRAISAL FEE: The amount paid to a professional appraiser for establizhing & suggested sake %
prica far the rasidenca.

24 LEGAL AND RELATED FEES: Tha amowuntis) paid for tithe costs, e.g., sbstract ar tith search, tele
saamination, related notary fees, tithe insurance policy; costs of preparing comwayance documents and g [ 1
contracts: costs of making surveys, preparing drawings or plats when reguined for kegal financing ’
purpases; recording and transfer charges, eic.

25. MISCELLANEQUS COSTS: Amounts paid in connection with zale of tha former residence andlor
purchazs of the new residence. The purchazer ardinarily pays these expenses lexcept Mem a. below);
herwewar, depending on local custom and practice, the seller may ke reguined to pay some of them.

a. PREPAYMENT CHARGE: The armount required in tha momgege lor other mortgags security
rctrument] az 3 fee paid for loan epayment; or if not specifically reguired by the morg=ge %
instrument, tha prapayment amaunt paid. The amount is limited o 3 months prevailing interest
on the boan balance.

b. LENDER'S APPRAISAL FEE: The amcunt paid for the mortgeges or lender's charge for rezidence
anpraizal

c. FHA OR VA APPLICATION FEE b 5

d. CERTIFICATION FEE: Tha amount paid for any required certification as o the structural soundnesz
or physical condition of the property, e.0., lender's inspection fes, pest inspection, raden test, eic., | § L4
T required by the mortgeges and'or lender, FHA or VAL

e. CREDIT REPFORT FEE: The amount paid for the credit or factual data report on the buyer, i required £
by maorhgages andior lendar, FHA or Wi

R

f. MORTGAGE TITLE POLICY FEE: The amount paid for mortgags, or lender'z. tide insurance only. y
& martgags insursrcs pelicy on the (e of the borrowess and she additional cost for an owrer's stk | 5 3
policy are NOT reimbursable sxpanzas.

g ESCROW AGENT'S FEE: The amount paid to an esorow agent, tithe company, or similar antity g [ 1
used to close a real estate tranzaction.

h. CITY/COUNTY/STATE TAX STAMPS 5 $

i. SALES OR TRAMSFER TAXES: MORTEAGE TAX 5 %

26, OTHER INCIDEMTAL EXPENSES: Thiz includes other axpenzes that are reazonable and 5 ]
customary charges or fees paid sz may be authorized and not propary included in the tems Fcted b >
above. Incidental sxpenses must ba memized and explained. Attach a separate shest, # necazzary.

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

THE OLD DUTY STATION (Colurmn [T) See Feotnotes T and 3 e
Z8. TOTAL COSTS INCURRED AND PAID FOR THE PURCHASE OF THE NEW RESIDENCE AT [ 0.00
THE NEW DUTY STATION [Colvme (2). Fes Footnotes 2 and 3/ ? 3

Nofe: Cosfs of insurance against demage or loss of property. mamtenance and cperafing costs and property faxes are nof refmbuwrsable. Also,
mortgage discounts, peinds, interest on loans. and losses in conmection with the sale or purchase of & residence due fo price or market
conditions are rot reimbursable. No fee, cost. charge, or expense is reimbursable which is determined fo be & part of the firance charge under
the Truth in Lending Act, Title |, Pubfic Law 83-321, and Reguiation Z issued by the Boerd of Governors of the Federal Reserve System.

Footnotes:

1. The total smount of expences which may be reimburced ic thiz amount, but it chall not exceed 10% of the cale price of the rezidence at the
old duty ctation.

-

2. The total amount of expencez which may be reimburced ic thic amount, but it chall not exceed 5% of the purchace price of a recidence at
the mew duty station.

3. I property iz a multiple family unit type (excluding condominium) expencec are prorated and allowed for the employes’'s recidence unit only.

DD FORM 1705 (BACK), OCT 2002
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Must I sell a residence at the old official station to be eligible to purchase a residence at the new official station?
No, you do not have to sell the residence at your old official station to be eligible for residence purchase transactions
at your new official station.

How long do I have to submit my claim for reimbursement of expenses incurred in connection with my residence
transactions?

Your claim for reimbursement should be submitted to your agency as soon as possible after the transaction occurred.
However, the settlement dates for the sale and purchase or lease termination transactions for which reimbursementis
requested must occur not later than one year after the day you report for duty at your new official station.

May the 1-year time limitation be extended by my agency?

An extension may be granted only if extenuating circumstances prevented the employee from completing the sale,
purchase and/or lease termination transaction within the initial 1-year period and that the delayed transactions are
reasonably related to the PCS. (CBCA 2092-Relo, 13 October2010)

Will my agency reimburse me for losses due to market conditions or prices at the old and new official station?
No, losses incurred due to market conditions or prices at your old and new duty station are not reimbursable when
incurred by you due to:

(a) Failure to sell a residence at the old official station at the price asked, or at its current appraised value, or at its
original cost; or

(b) Failure to buy a dwelling at the new official station at a price comparable to the selling price of the residence at the
old official station; or

(c) Any losses that are similar in nature to (a) or (b).

What residence transaction expenses are reimbursable if an employee violates the terms of his/herservice
agreement?

If the employee violates his/her service agreement, no residence transaction expenses will be paid, and any amounts paid
prior to such violation shall be a debt due the United States until they are paid by theemployee.

Who can help me fill out the DD Form1705?

Your HR office and/or your legal office should assist you with all aspects of your Real Estate claim, including your DD
Form 1705. The DFAS customer care center cannot assist with the proper completion of this form.
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Joint Travel Regulation - Chapter 5, Part B14 andB15
About Unexpired Lease Penalty Reimbursement

In lieu of real estate sale expenses at the old duty station, reimbursement is allowed for expenses associated with the
settlement of an unexpired lease on a place of residence. This reimbursement also applies to the lot on whicha
mobile home was located, as long as the mobile home was used as your residence.

The following limitations apply to Unexpired Lease and related reimbursements:

1. A transportation agreement is signed

2. The residence is defined as the residence from which the employee regularly commutes to and from work

3. The residence at the old PDS must be the employee's actual residence at the time he/she was first informed by
the appropriate authority that he/she was to be transferred to a new duty station

4. The settlement dates for the lease termination transaction are within the one-year time limitation

5. A PCS must authorized between two duty stations within the United States and/or non- foreign OCONUS
areas like Hawaii or Puerto Rico (with exceptions)

Time Limitations

The settlement dates of the lease termination transaction for which reimbursement is requested must not be later than
one year after the date that you reported for duty at the new duty station. Upon your written request, the one-year time
limitation may be extended by the commanding officer of the activity bearing the cost, or his/her designee for an
additional period of time not to exceed an additional one year.

The written request should be submitted to the appropriate authority as soon as you become aware of the need for an
extension and must be before the expiration of the one-year limitation. An extension may be granted only if
extenuating circumstances prevented the employee from completing the lease termination transaction within the initial
1-year period and that the delayed transactions are reasonably related to the PCS. (CBCA 2092-Relo, 13 October2010)

The general rule is that you may be reimbursed for real estate expenses incurred before, and in anticipation of a
transfer, if a clearly evident administrative intent to transfer you exists at the time the expenses are incurred. Due to
legal requirements, if the claimed expense was incurred before the travel authorization was issued or transportation
agreement signed, DFAS-Rome requires that a copy of written intent to transfer accompany the real estate claim, to
authorize reimbursement (e.g., if you have been placed in the priority placement program, or you have formally
accepted the offer to transfer). You must have a travel authorization (DD Form 1614) prior to submitting a claim for
reimbursement of authorized expenses.

You must be able to show that the lease was signed before the date when you were first informed of your PCS.

You must also show that appropriate lease termination notice was given to the landlord promptly after you had definite
knowledge of the proposed duty station transfer.

Lease requirements

The lease must be in your name alone, or in the joint names of you and one or more dependents, or solely in the name
of one or more dependents. You are only reimbursed for expenses actually incurred and paid by you or a dependent.
When you share a lease with someone else you will be reimbursed on a pro rata basis for that portion of the lease that
you are responsible for.
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DoD Civilian Relocation

Allowable Expenses for Settlement of Unexpired Travel Voucher Guide, 2016
Lease:

Become familiar with the provisions/requirements of your lease.
Some examples of the expenses that may be reimbursed for settling an unexpired lease are:

e Broker's fees for obtaining a sublease (not in excess of those customarily charged for comparable service).
e Charges for advertising an unexpired lease
e Penalties payable if the lease is terminated prior to the expiration date.

Itemization of these expenses is required with the total amount entered on the travel voucher.
Each item of expense must be supported by documentation showing that the expense was incurred and paid by you.

Voucher Submission for Unexpired Lease:

For directions on how/where to submit, see pages 5-7 of this handbook.

1. DD Form 1351-2 (Travel Voucher/Sub voucher) — Complete block 18 for UEL

All of block 20 must be completed in full

DD Form 1614, Travel Authorization, including any and all amendments/pages.

3. A copy of the lease explaining penalties or other costs payable if occupancy is terminated prior tothe
lease expiration date.

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

5. Itemization and explanation necessary for clarification of penalty costs claimed for reimbursement and
paid receipts for each expense item. Examples of this would be: a letter from the landlord accepting the
terms to vacate; or a copy of the final ledger from the landlord or rental agent.

6. A copy of the employee's notification of the intent to vacate (provided to the Landlord/Rental Agency).

N

How to complete Form 1351-2 for Unexpired Lease Allowance

Blocks 1 through 11: Complete all Blocks as withall previous vouchers in this handbook
*** Ensure your current address is provided witheach claim submission. ***
Blocks 12 through 17: Notrequired to be completed for Unexpired Lease reimbursement claims
Block 18:  a: List the date that lease termination expenses werepaid
b: List each lease termination expense separately
c: List the amount being claimed for each expense listed in Block18b

Block 19: Not required for Civilian PCS travel.
Block 20a&b: Signature of traveler and date the voucher wassigned. Do not forget the date in block 20B, even

if it is in your digital signature. Signature date must be after final date claimed.
Block 20c-f: Reviewer’s signature and date. All parts (20c, 20d, 20e, & 20f) must be completed or voucher will

be returned. A supervisor/reviewer signature and date are requiredfor all claims sentto DFAS.
Signature date must be after 20B.

Block 21: Would be required for an “after the fact entitlement”, not typical for UEL

claims Block 22: If block 21 is completed, block 22 would explain the “after the fact

entitlement” Blocks 23 — 28: These blocks are not used for Unexpired Lease
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Relocation Services — Home Marketing Assistance
Joint Travel Regulation - Chapter 5, PartB15c

There is a DoD contract with a private firm under which DoD components may offer relocation servicesto
its designated employees. The services provided include, but are not limited to the following:

Home-sale program

Home finding assistance

Home marketing assistance
Property management (PM) services
Mortgage finding assistance

SAEI N

The Guaranteed Home Sale program (#1 above) is not available for all employees. If your PCS travel authorization
specifically authorizes use of the "home buy-out™ or "relocation services™ known as the Home Equity Act, it is inlieu
of the PCS reimbursement allowances for sale transactions. The personnel office handles all aspects of these
programs.

NOTE: If theemployee elects the HMIP (Home Sale Program) under the JTR Chapter 5, Part B Section15,
reimbursement for real estate sale transaction, unexpired lease expense allowances, or property management (PM)
services expenses are not authorized.

The purpose of a home marketing incentive payment (HMIP) is to encourage you to independently and aggressively
find a buyer for your residence, thereby reducing the Government's relocation costs. The authorizing/order-issuing
official determines when such a payment is authorized, in addition to the dollar amount authorized. The maximum
payment is $10,000. This payment is treated as taxable income, and taxes are withheld.

There is no authority to pay WTA or a RIT allowance to offset the taxes incurred.

To qualify for a HMIP, an employee must:

Enroll in the home-sale program,

Market the residence independently,

Locate a buyer,

Transfer the residence to the relocation services company, and
Meet any additional conditions established by the DoD component.

abrwdE

The authorizing/order-issuing official must provide you with a signed source document with the
computed payment for HMIP. There is an example form below that is recommended, but not official.

The document submitted for payment may be a locally developed form, or the one below, for attachment tothe
travel claim. Agencies may assign personnel to administer the HMIP process and paperwork.
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The form at a minimum must contain the following information:

There is a template on the next page that is available for use

Employee's name (last, first, middle initial)

Employee's social security number

Employee's present position, title, grade

Current organization

Current duty phone number

Detailed computation of the HMIP clearly showing how the approved amount was compared to the
maximums per JTR, par. C5849, and determined to be the lesser of the following:

i) One to five percent of the price the relocation service company paid when it purchased the residence from
the employee, to include the approved percentage (1% to 5%) and the price the relocation company paid or
the buyout offer amount on the residence $10,000

i) One half of the savings realized from the reduced fee/expenses paid as a result of the employee finding a
bona fide buyer and the sale is closed, to include the percentages relative to the relocation company's
service costs.

7. Authorizing/order-issuing official's signature

8. Traveler's signature

Note: The Relocation Services Company must complete the amended sale transaction and submit the employee's

real estate invoice for payment before the HMIP computation can be computed. If no savings are realized, a home

marketing incentive may not be paid.

SourwndE

How to complete Form 1351-2 for Home Marketing Incentive Payment

Blocks 1 through 11: Complete all Blocks as withall previous vouchers in this handbook
** Ensure your current address is provided witheach claim submission. **
Blocks 12 through 17: Notrequired to be completed for this claim

Block 18: 5. | st the date of the approval for HMIP as computed by the authorizingagency
b: ListHMIP
c: List the amount being claimed forHMIP

Block 19: Not required for Civilian PCS travel.
Block 20a&b: Signature of traveler and date the voucher wassigned. Do not forget the date in block 20B, even if it

is in your digital signature. Signature date must be after final date claimed.
Block 20c-f: Reviewer’s signature and date.
All parts (20c, 20d, 20e, & 20f) must be completed or voucher will be returned. A
supervisor/reviewer signature and date are required for all claims sentto DFAS.
Signature date must be after 20B.

Block 21-Block29: Not required on a HMIP claims

Voucher submission for Home Marketing Incentive Payment:
For directions on how/where to submit, see pages 5-7 of thishandbook.

1. DD Form 1351-2 (Travel Voucher/Sub voucher) — Complete block 18 forHMIP
All of block 20 must be completed in full
2. DD Form 1614, Travel Authorization, including any and all amendments/pages.
3. A copy of the approved document for HMIP (as described above, which may vary by agency).

61


http://www.dtic.mil/whs/directives/forms/eforms/dd1351-2.pdf
http://www.dtic.mil/whs/directives/forms/eforms/dd1614.pdf

Home Marketing Request Form

1. Emplovee’s Name (First, MI, Last):
2. Employee’s S5N:
3. Emplovee’s Present Position, Title, Grade:
4. Employee’s Current Organization:
5. Emplovee’s Current Duty Phone (Comm. & DSN):
6. PCS Travel Order Number:
7. Computation of the HMIP (to include the final payment amount):
a. Five percent of the price the relocation service company paid for the purchase of the

emplovee's residence.

b. $10,000.00

¢. One half the savings realized from the reduced fees and expenses paid as a result of

the emplovee finding a bona fide buyer and the sale closing.
1) Appraised Value Fee:
2) Amended Value Fee:
3) Saving Realized (Net Savings):
4) %2 of Savings Realized (Net Savings):

Employee’s Signature

The Amount authorized for HMIP payment is: $
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Property Management Services
Joint Travel Regulation Chapter 5, PartB15b

About Property Management ServicesReimbursement

The purpose of the property management allowance is to reduce the government’s relocation costs by using property
management service in lieu of allowances for the sale of an employee’s residence; and to relieve an employee transferred
to an OCONUS duty station from the cost of maintaining a home in CONUS during their overseas tour of duty.

The following limitationsapply:

e A new service agreement has been signed by the employee

e The residence at the old PDS must be the employee’s actual residence at the time he/she was first
definitely informed by the appropriate authority that he/she was to be transferred to a new duty
station

e The employee and/or a dependent must hold the title to the residence

e Transfer must be in the government interest to a foreign PDS; or

e When an employee at a CONUS PDS is assigned to a foreign PDS, then transferred back to adifferent
CONUS/non-foreign OCONUS PDS than the one from which they departed when transferred tothe
foreign PDS, and is eligible for reimbursement of expenses to sell the residence at the original CONUS
PDS from which they departed overseas; or

e APCS is authorized between two duty stations within the United States and/or non- foreign OCONUS
areas like Hawaii or Puerto Rico and is eligible to sell a residence with the government expense
reimbursement.

e ATCS is authorized (see JTR Chapter 5, Part B13)

e New Appointees are not eligible for this entitlement

e Transfers between foreign PDS are not eligible for this entitlement on any foreign residence, but maybe
eligible for a continuation of previous property management allowance on CONUS residence that they
still maintain, in conjunction with a new service agreement.

Property Management Service Allowance Details

Property Management services may be obtained under DNRP contract http://www.nab.usace.army.mil/Home.aspx or the
employee can procure the services of a rental agency or manager charging normal and customary property management
fees NTE 10% of the month rental amount or for up to 10% of the established rental value of the property.

The reimbursable services include:

Obtaining a tenant

Negotiating a lease

Regular property inspection Maintenance and repair management Enforcement of lease terms
Rent collection

Payment of mortgage and other property expenses from employee’s escrow funds
Accounting and reporting services

Similar services related to propertymanagement.
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Property Management Service Allowance

To ensure that payment for PM services continues after completing a tour of duty, the employee must sign
a new service agreement that includes PM services continuation.

On form 1351-2 the property management time frame must be claimed in block 18, with dollar amounts
broken out by month. See the example form 1351-2 at the end of this section.

PM services reimbursement cannot be claimed for future months even if payment is made in advance. Wait to
submit the claim for reimbursement until after the month has passed.

PM services are offered in lieu of home sale expense reimbursement and any PM service reimbursement
will be deducted from the total reimbursement allowance for a home sale if the home is later sold.

A copy of property/rental management services contract is required to show the duration and terms of the
property management.

Proof of payment is required for the months being claimed (i.e. canceled checks, paid invoice, etc.).

Voucher Submission for Property Management Service:
For directions on how/where to submit, see pages 5-7 of thishandbook._

1) DD Form 1351-2 (Travel Voucher/Sub voucher) — Complete block 18 forPMS
All of block 20 must be completed in full

2) DD Form 1614, Travel Authorization, including any and all amendments/pages.

3) A copy of property/rental management services contract to show the duration and terms of theproperty
management.

4) Proof of payment is required for the months being claimed (i.e. canceled checks, paid invoice, etc.).

How to complete Form 1351-2 for Property Management Services

Blocks 1 through 11: Complete all Blocks as withall previous vouchers in this handbook
*** Ensure your current address is provided witheach claim submission. *** Blocks

12 through 17: Notrequired to be completed for Property Management claims Block
18: a: List the month and year being claimed for property management

b: List ‘property managementservice’

c: List the amount being claimed for each month listed in Block 18a&b
Block 19: Not required for Civilian PCS travel.
Block 20a&b: Signature of traveler and date the voucher wassigned. Do not forget the date in block 20B, even if it

is in your digital signature. Signature date must be after final date claimed.

Block 20c-f: Reviewer’s signature and date.

All parts (20c, 20d, 20e, & 20f) must be completed or voucher will be returned.

A supervisor/reviewer signature and date are required for all claims sentto DFAS.

Signature date must be after 20B.

Block 21-Block29: Not required on a Property Management Services
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Relocation Income Tax Allowance (RITA)

When you relocate, most entitlements received are reported as taxable
income to the Internal Revenue Service (IRS). DFAS is required to
withhold the following taxes from your settlement.

Mandatory Federal Withholding Tax
(FWT) — 25% Federal Insurance
Contributions Act (FICA) — 6.25%
Medicare — 1.45 %

You may also have to pay state and local taxes applicable to the old and new permanent duty stations. To offset
this additional tax burden, you may be able to apply for a RITA. RITA is designed to reimburse you for much of
the additional federal, state, and local income taxes paid because of the relocation.

RITA is not automatic, you must apply forit.

One (or more) Civilian Relocation Travel W-2’s showing travel entitlement income disbursed to you by DFAS,
along with the taxes withheld, will be issued in January. You must include your Civilian Relocation Travel W-2’s
as taxable income on your IRS Form 1040 in order to be eligible for a RITA. Failure to include all W-2’s when
filing your taxes can result in a significant fine by the IRS. You will not receive any W-2’s until January. Since
a RITA submission requires these documents, a RITA will never be filed until the calendar year following
reimbursement. For example, you will file your 2015 taxes with the IRS in 2016. Likewise, you will file your
2015 RITA with DFAS in 2016, utilizing the same W-2’s.

Due to regulatory changes there will be two different documentation requirements
when submitting a RITA claim, based on the report date to your new duty location.

For employees who reported to their new duty location on or after January 1, 2015 the RITA calculation will be based
on taxable income from your Federal Income Tax Return (Form 1040) and the IRS published taxtables.

For employees who relocated prior to January 1, 2015, the RITA calculation will be based
on your earned income amount and the GSA published tax tables.
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If you received a Withholding Tax Allowance (WTA) entitlement, you must submit a RITA claim the following
calendar year. The WTA entitlement is treated similar to an estimated advance of the RITA entitlement. When
we calculate your RITA claim, the WTA will be subtracted, potentially creating a $ 0.00 RITA or even adebt.
You should be prepared for this possibility if you utilize WTA. Read about WTA on page 12 —14.

RITA is a taxable entitlement and you will receive another W-2 for this payment. If the only payment you received
in a single tax year was a RITA payment, then you are not entitled to file a RITA on that RITA payment.
However, as always, all W-2’s must be included when submitting your income taxes to the IRS.

Keep in mind; you may be entitled to more than one RITA if your travel reimbursement claim submissions are
spread over more than one calendar year. For example, if you receive reimbursement for the sale of your residence at
the old location in 2015 and are reimbursed for the purchase of a new residence at the new duty station in 2016 you
would be eligible to file both a 2015 RITA and a 2016 RITA. However, the portion of your W-2 that is for your
2015 RITA will not be included in calculating the 2016 RITA. A separate RITA claim is required for:

o Each relocation travel order (when multiple moves are involved)
o Each tax year taxable entitlements were paid

Again, due to recent regulatory changes there are two different documentation requirementswhen
submitting a RITA claim, based on the report date to your new duty location.

For help with the RITA Certification form, see your HR and/or your accountant/financial advisor. DFAS
cannot assist you in completing this form.

If DFAS Rome was not the paying office for your relocation entitlements, submit to the
office that processed your relocation claim and issued the W-2 for theclaims.

Most RITA claims submitted at this time will follow this process.

Report date on or after January 1.2015

Those who reported to their new duty location on or after January 1, 2015 must absolutely file their income taxes
prior to submitting a RITA claim. This will be the large majority of travelers. RITA calculation will be basedon
taxable income from Federal Income Tax Returns (Form 1040) and the IRS published tax tables. Again,income
taxes absolutely must be filed first, and all travel income must be included in order to qualify fora RITA.

Voucher Submission: (report date on or after January 1,2015)
For directions on how/where to submit, see pages 5-7 of thishandbook.

1. DD Form 1351-2 (Travel VVoucher/Sub voucher) - a new one is required, do not use one from a priorclaim

Must claim “20XX RITA” in block 18B (Year must match W-2’s, for example, 2015 for 2015 TaxYear)
No entry is needed in blocks 18A (date) or 18C (amount) or 18D (allowed)
All of block 20 must be completed in full (Your signature and date, and your reviewer’s signature and date)
2. DD Form 1614, Travel Authorization, including any and all amendments/pages.
3. RITA Status Certification Form - Reported to Duty After 1/1/2015"
4. Current Electronic Funds Transfer (EFT) information (SF 1199A)
5. All W-2s (travel and payroll), including spouse's if filing jointly, for the year you are claimingRITA
6. Completed Federal income tax return (Form 1040) for the year you are claiming RITA

Form 1040 must be signed and dated by employee and, if married filing joint, also thespouse)
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Report date prior to January 1,.2015

For those who reported to their new duty location prior to January 1, 2015, the RITA calculation will be based
on their earned income amount and the GSA published tax tables. The tax tables are typically released inthe
spring. We cannot process these claims until we receive them, regardless of which tax year is being claimed.

Do not wait to file your income taxes. You can submit your RITA; just know that payment will be delayed. Please
watch the DFAS website for updates. The following documents are required:

Voucher Submission (report date prior to January 1.2015)

For directions on how/where to submit, see pages 5-7 of this handbook.

1. DD Form 1351-2 (Travel Voucher/Sub Voucher) - a new one is required, do not use one from a prior claim

Must claim “20XX RITA” in block 18B (Year must match W-2’s, for example, 2014 for 2014 Tax Year)
No entry is needed in blocks 18A (date) or 18C (amount)
All of block 20 must be completed in full (Your signature & date and your reviewer’s signature &date)

2. DD Form 1614, Travel Authorization, including any and all amendments

RITA Status Certification Form - Reported to Duty Before 1/1/2015"

Using the amounts in block 1 of your W-2’s - Add all W-2’s together (travel and payroll).

Current Electronic Funds Transfer (EFT) Information (SF 1199)

All W-2s (travel and payroll), including spouse’s if filing jointly, for the year you are claimingRITA

Form 1099-R for military retirement non-disability ONLY, if applicable

Schedule SE - Self Employment Tax, if applicable

w

No ok

How to complete Form 1351-2 for RITA

Blocks 1 through 11: Complete all Blocks as withall previous vouchers in this handbook
*** Ensure your current address is provided witheach claim submission. ***

Blocks 12 through 17: Notrequired to be completed for RITA claims

Block 18: Reimbursable — In block 18B indicate “20XX RITA” (Year claimed must match the year on your W-2’s)
If your W2s are for 2015 tax year, Block 18B will state “2015 RITA” - Leave 18A, 18C, and 18Dblank.

Block 19: Not needed for RITA

Block 20a&b: Signature of traveler and date the voucher wassigned. Do not forget the date in block 20B, even if it
is in your digital signature. Signature date must be after final date claimed.

Block 20c-f: Reviewer’s signature and date.

All parts (20c, 20d, 20e, & 20f) must be completed or voucher will be returned.
A supervisor/reviewer signature and date are required for all claims sentto DFAS.
Signature date must be after 20B.

Block 21-Block29: Not required on a RITA Claim
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CERTIFIED STATEMENT OF INCOME AND TAX FILING STATUS
RELOCATION INCOME TAX ALLOWANCE (RITA)
(For relocations that reported to dury on or gfter 1/1/2015) <€

The following information, which my agency will use o caloulating the EITA to which [ am entitled,
was shown oo the Fedaral, state and local income tax refums that I jor my spouss and I) fled for the
20 fax year.

1. FEDERAL FILING STATUS. As shown on my (our) RS Fomm 10440:

[] Single [] Head of Housshold
[] Marmied Filing Tointly [ Qualifving Widow(er)
[] Mamied Filing Separately

1. TAXABLE INCOME. As shown on my (our) IBS Famn 1040 affer personal exemptions and
itemized/standard deductions are subtractad:

5

j. 5TATE TAX REETUENS. In some coroumstancss, an smployss may mour a sfate incoms fax
liabiltfy on moving expense reimbursements in more than one stats. For example, an employes may
incur tanss o0 moving expense reimbuarsements in ons state becanse of residency in that state, and in
another state becauss that partionlar stafe taxes income sarned within fts junsdicton irrespeciive of
whather the employves is a resident.

The followng sfate tax questions mast be answered to defermine the state marginal tax rate used
to compute the RITA. If you do not knew the answers, please ask vour tax preparer for
assistance.

A Tid mor= than one sfate tax your nen-deductbls moving expense reimbursements for the tax
vear? [JYES [Owo

B. Did more than one state tax the same portion of veur non-dsductible meving expense
reimbursements for the fax year™ [C]YES [0

C. If rwe or mare sfates faxed the zame pomion of your mon-deductible moving expense
reimbarsements, did either sfate allow for an adjosmment or credit of ether Income faxes paid
to the other stae? [JYES [JNO

L. List below the name of the stata(s), if any, which taxed your noo-deductible moving expenss
reimbarsements for the tax year.

STATE STATE

E. Did & state treaf 3 moving expenss refmbursement as taxabls even though that sams expense is
nontaxable under federal tax rules? CJYES []NO

October 2015

71




DoD CivilianRelocation
Travel Guide, October 2016 Version

4. LOCAL TAX RETURNS. If you incurred an additional local income tax lability ar a resul of
maving expense reimbursements, specify the name of the taxing locality(les) and the applicable fax
rate(s), ie., 1%, 1%, atc., for the tax vear. If local tax rate is stated as a percentage of federal or state
income tax liability, swch rate must be converted to a percent of faxable ncome.

LOCALITY PERCENT

5. DECLARATION. The above information is trus and accurate to the best of my (our)
knowledze I (we) agree to oodify the appropriate agency official of any sigmificant changes to the
above so that appropriate adjustments to the EITA can be made

I {we) forther agree that if the 12-month service agreement reguired by 41 CFR 302-2.15 is violated,
the total amount of the BEITA will become a debt due the United States Government and will be
repaid according te agency %:edma.

Emploves’s Signatore Date
ComE

Spouse’s Siznatare Date

[1f joint tax retans were filed for the yvear affactad.)

Sacial Secunty Number

Employves Spause (If applicable)

PEIVACY ACT STATEMENT
Collection of this informaton is aothorized by 5 US.C. Section 5724b. The use of an individoal's
social security oumber for purposes related to Federal income faxes Is authorized by 26 US.C.
Section §109. The social security nomber will be uzed to verify the individual employee's identity.
The information fumished or submitted with this form i confidential and will be usad to caloolate
the employese’s RITA. Submission of the requested nformation is voluntary; however, failore to
provids the information listed on this form will make it impossible to compute the allowances.
ENSURE THE FOLLOWING DOCUMENTATION IS INCLUDED WITH THE CLAIM:
a. Trawvel woucher (DD Form 1351-2), siened and dated, annotated as “RITA™
b. Traved erders (DD Form 1614 and all amendments)

. All W-2s (spouse’s if filing jointly)

d. Completed Federal income tax refurn (Form 1040) for the year in which the taxes were paid.

NOTE: In order to aveid processing delays, please ensure that the amount of mcome, as mdicated
on this Certification Form, matche: the income tax documentation submitted with the BITA claim.
Failure to do =0 will rzsalt in your claim being retumed without action untl veu provide a corrected
claim and/or additicnal documentation to support the claim.
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CERTIFIED STATEMENT OF INCOME AND TAX FILING STATUS
RELOCATION INCOME TAX ALLOWANCE (RITA)
{For relocations that reported to duty befove 1/1/20135) _

I certify that the following information, which 1s fo be used n calculating the EITA to which I am
entitled, has been shown on the income fax returns filed by me (or by my speuse and me) with the
applicable federal. state, and local (specify which) tax authonties for the tax vear.

1. INCOME. Gross compensation as shown on attached IES Form(s) W-2, 1099-E{s) for non-
disabality mulitary refitement pay and, if applicable, net eamings (or loss) from self-employment
mcome shown on attached Schedule 5E (Form 10407%;

Add block 1 of all W-2’s

Military Retirement

Forms W-2 (Forms 1099-F) Schedule SE
Employee $ $
Spouse (if filing jointly) $ 3 §
TOTAL (all columns) $
Filing Status:

(Specify the filing status that was claimed on IRS Form 1040; 1.2, single, mamed filing jomntly, etc.)

Printed Wame of Employes:

2, 5TATE TAX EETUENS: In some circumstanees, an employes may inour a state income tax
hability on moving expense reimbursements in more than one state. For example, an employes may
Incur taxes on moving expense reimbursements in one state because of residency in that state, and in
another state because that particular state taxes mcome eamed within its junsdichion respective of
whether the emplovee is a resident.

The following state tax questions must be answered to determine the state marginal tax rate used
to compute the RITA If you do not know the answers, please ask your tax preparer for
asslstance.

A Did more than one state tax your non-deductible moving expense reimbursements for the tax
vear? [ JYES []NO

B. Did mere than one state tax the same pertion of yowr non-deductible moving expense
reimbursements for the tax year? [ | YES [ |NO

C. If two or more states taxed the same portion of your non-deduchble moving expense
reimbursements, did either state allow for an adjustment or credit of other income taxes paid
to the other state? [ | YES [ |NO

D. List below the name of the state(s). if any, which taxed your non-deductible moving expense
rembursements for the tax year.

STATE STATE

E.Did a state treat a moving expense reimbursement as taxable even though that same expense is
nontaxable inder federal tax mles? []YES [ JwO

Oetober 20135
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3. LOCAL TAX RETURNS: If yvou incurred an additional local income tax liability as a result af
moving expense reimbursemenits, specify the name of the taxing locality(ies) and the applicable tax
rate(s), Le., 1%, 2%, etc., for the tax yvear. If local tax rate 15 stated as a percentage of federal or state
mcome tax liability, such rate nmst be converted to a percent of taxable income.

LOCATTITY FPERCENT

4 DECLARATION. The preceding information is ttue and accurate to the best of my knowledge.
I (we) agres to notify the apprepniate DoD) component official of any changes to the above (i.e., from
amended tax retums, tax aundits, etc) so that appropriate adjustment to the RITA can be made. The
reguired supporting documents, incloding a signed and dated DD Form 1351-2 with my travel crders
and all claimed income (W-2z, etc.) are attached Addittonal documentation will be firmished if
Teqguired.

I {(we) further agree that if the 12-month service agreement required by 41 CFE 302-2.135 is violated,
the total amcount of the BITA will become a debt due the Umited States Govermment and will be
repaid according to agency E‘ccedmes.

Employes’s Signature Daate
=

Spouse’s Signature Drate
(If joint tax retums were filed for the year affected.)

Social Secunty Number

Employee Spouse (if applicable)
PEIVACY ACT STATEMENT

Collection of this imformation is autheornized by 5 U5.C. Section 5724b. The use of an individual’s
social secunity mumber for purposes related to Federal income taxes 1s authonmzed by 26 TU.S.C.
Section 6109, The social secunity mumber will be used to venfy the individual employee’s identity.
The information firmished or submitted with this form is confidential and will be used to calculate
the employese’s BEITA. Submission of the requested imformation 1s voluntary; however, failure to
provide the information listed on this form will make it impossible for DEAS-Fome te compute the
allowances.

ENSUEE THE FOLLOWING DOCUMENTATION IS INCLUDED WITH THE CLAINM:
a. Travel voucher (DD Form 1351-2), signed and dated, annotated as “BITA”

b. Travel orders (DD Form 1614 and all amendments)

c. W-2s, 1099-Fs for non-disability military retired pay and. if applicable, self-employment income

shown on attached Schedule SE (and spouse’s if filing a joint return)

NOTE: In erder to aveid processing delays, please ensure that the amount of income, as indicated
on this Certification Form, matches the income tax documentation submitted with the BEITA claim.
Failure to do so will result in your claim being returmed without action until you provide a cormected
claim and/or additional documentation to support the claim.
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Renewal Agreement Travel (RAT)
Joint Travel Regulation (JTR), Chapter 5, Part B, SectionA10

An employee and eligible accompanying dependents may receive travel and transportation allowances for
returning home between OCONUS tours of duty.

To be eligible for these allowances prior to departure from the OCONUS PDS, an employee must:

1. Have satisfactorily completed the prescribed tour of duty

2. Have entered into a new written agreement for another tour of duty at an OCONUS PDS; (the new agreement covers
cost incident to travel to the employee's actual residence or alternate location, return and any additional cost paid by
the government as a result of the employee's transfer to another OCONUS PDS at the time of the tourRAT)

3. (For Hawaii or Alaska) be eligible under JTR, Ch. 5. (When Alaska and Hawaii are involved, the return must be to

a PDS in the same state as the PDS at which the employee served immediately prior toRAT.)

Eligible employee and dependents are authorized transportation (including to from common carrier terminals) tothe
employee's actual residence at the time of the assignment to the OCONUSPDS.

Employee may travel alone or with dependents. Dependents may travel unaccompanied but cannot perform roundtrip
travel under renewal agreement authority if the employee does not perform (or has already performed) authorized RAT.

Unaccompanied dependents must not be allowed to start RAT beyond 6 months after the date the employee begins
travel, except for teachers (JTR, Ch. 5).

Per diem is authorized for the employee during the allowable RAT travel periods between the OCONUS PDS and the
authorized RAT destination. No per diem is authorized for the employee's dependents incident to RAT whenthe
employee returns to the same OCONUS PDS for duty. However, when the employee is to report to adifferent
OCONUS PDS for duty, after leave, per diem is allowable for dependents while En Route. Per diem in this situation
will be limited to the constructed time by the usual transportation mode and route directly between old and new
OCONUS duty stations.

**Note** If you are DODEA, you must submit your complete claim to
hapcsratvouchers@hqg.dodea.edu.
If you do not submit your claim to DODEA HQ, DFAS will return your claim, unpaid.

Voucher submissions for RAT:
For directions on how/where to submit, see pages 5-7 of this handbook.

1. DD Form 1351-2 (Travel Voucher/Sub voucher) — All of block 20 must be completed in full

2. DD Form 1614, Travel Authorization, including any and all amendments/pages.

3. Itinerary of air schedule to include the transportation cost, receipt. (seenotes)
*Note* When RAT travel is performed to an “alternate location” and/or when a traveler did not use SATO/CTO
to book airfare, DFAS must utilize city pairs for a cost construct. Many times, airfare is not fully reimbursed for
RAT travel as a result of these variations.

4. Receipt for any taxi or transportation expense to/from the airport, of $75 or more

5. Receipt for any postage claimed, with the weight indicated (limited to 100lbs each way)

6. Receipt for any excess baggage, limited to 100 Ibs. or 2 bags each way, per person
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How to complete Form 1351-2 forRAT

Block 1: PAYMENT
Electronic Funds Transfer (EFT) is mandatory absent a waiver from your agency. You may submit a SF 1199, DD 2762, or other
documentation as long as it contains the following to ensure payment is properly transferred to youraccount:

*The Traveler's name, SSN andaddress

*The routing number and accountnumber

*Whether the account is Checking orSavings
SPLIT DISBURSEMENT: When you would like funds applied directly to your government travel card, place an “x” in the
block requesting it and indicate the dollar amount to be sent. If reimbursement is less than the amount requested, then the whole
reimbursement would be sent to the Government Travel Card, regardless of which items were or were not paid.

Block 2: Name: Last name, first name, and middle initial of Employee.

Block 3: Grade of theEmployee.

Block 4: Social Security Number of Employee — full 9 digits

Block 5: Indicate “PCS” and “Member/Employee” if only the employee travel is being claimed
Indicate “PCS” and “Dependent(s) if only the Dependents travel is being claimed
Indicate “PCS”, Member/Employee” and “Dependent(s)” if claiming travel for both the employee and one or more dependents

Block 6a-6d: Valid mailingaddress

Block 6e: Valid and legible e-mail address (Extremely Important!)

Block 7: Daytime telephone number in the event DFAS should need to make contact (we will typically use your email)

Block 8: Order/Authorization number which is listed on the original orders (See DD Form1614 Block 25)

Block 9: List any and all previous payments paid from any finance office pertaining to the travel period being claimed.

List “0.00”if you have not received any payments and “?” if you are note certain.

Block 10: This block may be used to make a note for the examiner, to explain something, if applicable (e.g. Supplemental for

Block 11: Employee’s new duty station address (See DD Form1614 Block 8).

Block 12: Complete for all dependents traveling/being claimed (do not list them if you are not claiming reimbursement for them)
*** Note: Mark “accompanied” if you and your dependents traveled together, mark “unaccompanied” if you and your
dependent(s) did not travel together. If the employee travels separately, we will require a separate 1351-2 for each itinerary.

Block 12a: List the last name, first name, and middle initial your dependent(s)

Block 12b: Enter “spouse”, “son”, “daughter”, etc.

Block 12c: List the date of marriage for spouse and the birthday’s for all other travelers

Block 13: List the address where dependents were residing at the time PCS orders were received (where they came from)

Block 14: Indicate whether household goods have been shipped.

Block 15: Itinerary

Block 15a: Date: List the year the travel was conducted at the very top of 15A, on the line in the box with theword “date”.

In the boxes below, next to “DEP” and “ARR” list the month and day of departure and arrival (e.g., 05/15).

Block 15b: Place: Enter a specific location such as a City and State, a Fort, or a Country — do not enter “HOR” or “Hotel”

Block 15c¢: Mode of Travel — See 2 letter codes on page 2 of 1351-2 : for example, PA = Personal Auto, CP = Commercial Plane

Block 15d: Reason for Stop — See 2 letter codes on page 2 of the 1351-2 : for example, LV = Leave AD = Authorized Delay (an

overnight stop) AT = Awaiting Transportation (brief, such as at an airport, not an overnight stop) MC = Mission Complete

Block 15f: 1E PA is in block 15C and block 16 is checked own/operate, then indicate any POC miles

Block 16: POC Mileage — Own/Operate must be checked to be reimbursed for mileage

Block 17: Duration of Travel from beginning to end (Mission Complete)

Block 18: List any reimbursable expenses such as excess baggage, airfare, postage, etc.

Block 19: Not used for RAT Travel

Block 20a&b: Signature of traveler and date the voucher was signed. Do not forget the date in block 20B, even if it is in
your digital signature. Signature date must be after final date claimed.

Block20c-f: Reviewer’s signature and date. All parts (20c, 20d, 20e, & 20f) mustbe completed or voucher will be returned.

A supervisor/reviewer signatureand date are required for all claims sentto DFAS. Signature date must be after20B.

Block 21: Would be required for an “after the fact entitlement”, such as excess baggage

Block 22: If block 21 is completed, block 22 would explain the “after the fact entitlement” e.g. Excess baggage

Blocks 23 —28: These blocks are not used for RAT Travel
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Frequently Asked Questions:
What do | need for my airfare to bereimbursed?

a. Airfare must be claimed in block 18 of the 1351-2
b. Flight itinerary and paid in full airfare receipts are required (should book thruCTO/TMC/SATO)
c. Individually Billed Account (IBA) must be authorized on the orders with the exception
of DoDEA/DoDDS employees.
d. DoDEA/DoDDS employees must refer to current command guidance for airfare reimbursement

I am authorized to travel to an alternate destination. Will 1 still be paid for my airfarein full?

Transportation to an alternate destination in CONUS is possible if listed on the orders. If traveler does notgo to
HOR (Home of Record), reimbursement is limited to the Gov’t cost to the HOR. DFAS will pay the actual
expense or the city pair rate to the HOR, whichever isless.

My spouse and children are traveling a few weeks earlier than | am. Isthat ok?

Dependents can travel separately, but travel must be completed within 6 months of employee’s start date.

I am too busy at work to travel, but my spouse and children want to perform RAT travel. Are they
eligible if I stay OCONUS?

No, they are not. An employee must perform RAT for dependent’s travel to be reimbursable.

What do | need to be paid for my Excess/AccompaniedBaggage?

1 - Excess Baggage must be authorized on the orders or by the Approving Official

2 — Excess Baggage must be claimed in block 18 of the 1351-2

3 — Paid receipts are required.

* Note* The weight of baggage needs to be listed on receipts or a signed statement certifying the weight of the
bag(s) must be provided. Excess Baggage is limited to 100 Ibs. per person, eachway

What do | need to be paid for my Postage/UnaccompaniedBaggage?

1 - Postage/Unaccompanied Baggage must be claimed on the 1351-2
2 - Weight of postage/unaccompanied baggage needs to be listed on receipts or a signed statement certifying
the weight of the package(s) must be provided - Limited to 100 Ibs. per person each way

I am a DODEA traveler and my orders do not state IBA, what do 1do?

All DODEA travelers must submit claims to HQ DoDEA. HQ DoDEA will be aware of the requirements to
have your airfare paid if you are missing IBA authorization. Submit your completed claimto
hgpcsratvouchers@hg.dodea.edu for signatures and guidance. (The Approving Official (AO) must complete
block 21 and 22. The statement in block 22 must read: "Airfare was personally procured and not billed tothe
CBA”. HQ DoDEA must submit claim in pay ready status.

Am | authorized per diem? Are my dependents?

Only the Employee will be authorized per diem. Dependents do not receive per diem, unless it isRAT in
conjunction with a PCS to a new location.
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How to submit a Supplemental Claim

What do | do when I think I have been paid
incorrectly?

If you think an error and/or omission has been made in the payment of a travel voucher, see yourHuman Resource
Office (HR). They should always be your first stop to resolve any questions on your voucher.

What do | do when an error or omission has occurred? For example, | was partially paid, but failed to include
my paid in full lodgingreceipt.

When an error or omission has occurred, you must submit a supplemental claim to DFAS through your local reviewing
official.

How do | prepare a supplemental claim?

You will make all required corrections and resubmit the entire package to processing with:

1 —Your corrected DD Form1351-2 marked “Supplemental For " Provide an explanation of what
you’re supplemental is for, such as “Supplemental for lodging” Block 10D (Computations) is usually a good place to
indicate this. Some like to also note it in the margins. Your voucher should match your original submission except for:

e Any corrections that needed to be made
e The indication of “Supplemental for " in block 10D of your 1351-2
e New signature and dates in blocks 20A — 20B of your 1351-2
e New signature and dates in blocks 20C — 20F of your1351-2
2 — Complete copy of all orders and any amendments/memo’s

3 - A copy of all supporting documentation applicable to the supplemental claim.
4 - A copy of the Advice of Payment for the original payment made on the voucher inquestion.
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On behalf of DFAS, thank you for taking the time to carefully review
this handbook.

We hope that it has assisted you with all of your submissions, and
that your reimbursement will go smoothly as a result of your time
and efforts.

Congratulations on your new position, and thank you for your
service.

Feel free to let us know how we are doing.

Make us aware of any discrepancies identified within any of our
sources. While we do the best we can to provide you with accurate
and detailed assistance, a Civilian Relocation Travel can be a
frustrating and complicated process.

While it is always the responsibility of your agency to assist you with
submitting your claims, we are hopeful that the tools we have
provided will also be a great deal of help for you and your agency
alike.
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