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Congratulations on your new position!
Please take a few minutes to read this brief summary of entitlements that may be reimbursed in connection with your relocation.  This summary covers individuals newly hired to work for the Federal Government.
For more information regarding relocation, please see Federal Travel Regulation (FTR), Chapter 302: http://www.gsa.gov/portal/ext/public/site/FTR/file/FTR302TOC.html/category/21869/hostUri/portal , and NOAA Travel Regulation, Chapter 302.  It is important that you contact your Relocation Specialists below immediately upon notification of your job offer.  


NOAA’S Relocation Specialists (RS)  
RS: 
Deanna Stewart 
Alana Stillwell
E-mail: 
Deanna.M.Stewart@noaa.gov                             Alana.R.Stillwell@noaa.gov 
Phone: 
206-526-4426                                                      206-526-6044
Fax:       
206-527-7550
206-526-6672      
Address: 
Western Operations Branch (WOB) – PCS        Western Operations Branch (WOB) - PCS 
             
7600 Sand Point Way NE                                   7600 Sand Point Way NE
     
Seattle, WA  98115                                             Seattle, WA  98115
                      IMMEDIATE FAMILY MEMBERS   [image: image2.wmf]
For purposes of relocation "immediate family" includes your spouse and children.  It may also include dependent parents and dependent siblings under 21 years of age.  Unmarried children and siblings who, regardless of age, are physically or mentally incapable of self-support may also be included.  "Dependent" assumes at least 51% support by the employee.  "Children" include natural offspring, step children, adopted children, grandchildren, legal minor wards, or other dependent children who are under legal guardianship of the employee or spouse.  All immediate family members must be included on the travel order in order to be reimbursed relocation expenses.    



                             JPMC GOVERNMENT TRAVEL CARD   [image: image3.jpg]


 
You are only authorized to use either the JPMC Government travel card or personal funds to cover the cost 
of per diem, mileage, and transportation and storage of household goods if payment is not being made by a
Commercial Bill of Lading (CBL).  Please contact your servicing JPMC Agency Program Coordinator
(APC) to apply for a JPMC Government travel card.  
                           VOUCHERING AND RECEIPTS [image: image4.wmf]
Reimbursement travel vouchers must be submitted to the WOB and must be filed within five days after your relocation is completed.  Receipts must accompany the travel voucher for all lodging expenses and any miscellaneous expense that exceeds $75.  In addition, receipts are only required for the following items when they exceed $75:

1) Airline tickets if en route travel was by common carrier; and
2) If household goods are not shipped by Commercial Bill of Lading (CBL):
a)  Receipts for rental truck, etc;


b)  Receipts for gasoline;


c)  Receipts for any other expenses in connection with the shipment; and


d)  Weight certificates.
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              RELOCATION FORMS    [image: image5.wmf]
You must have a completed and signed CD-150, “Request for Authorization of Travel/Moving Expense” 
and a completed “Relocation Expense Worksheet”, along with an authorized travel order before you incur any relocation expenses.  Employees must use the NOAA Relocation Travel Form which includes all three forms (the CD-150, Relocation Worksheet, and Travel Order), as well as the CD-370, Travel Voucher. 

1) The CD-150 must be completed first and serves as your service agreement to remain in Government service for at least twelve months.  The Relocation Expense Worksheet must be completed after the CD-150 and serves as a tool to help estimate your relocation costs.  You must complete sections II, and III of the CD-150 and page 1 of the Relocation Expense Worksheet.  Once the forms are completed, you must fax both forms to your authorizing official who will provide valuable information for the new office to prepare your travel order.  

2) The Form CD-29, Travel Order must be prepared outside of Travel Manager by the office hiring you and is based on the information provided from the CD-150, as well as the Relocation Expense Worksheet.  You must have specific approval on the travel order for shipment of your privately-owned vehicle (POV). 
3) Complete sections 1 and 2 of the Household Goods Worksheet so that Move Management Inc. (MMI) can provide you a cost estimate for shipping and/or storing your household goods (includes shipping POV).  The completed Household Goods Worksheet authorizes MMI to provide you a cost estimate and to contact you.  

E-mail the completed worksheet as an attachment to: NOAA.WOB.MMI@movemgt.com.  Note, when saving the file, use the employee's last name and first letter of the first name.  Upon receipt of the completed worksheet, MMI will provide you a cost estimate within 24 hours via e-mail.  MMI will not arrange for household goods services if the form has not been completed.  However, you may receive a cost estimate without completing the form.   

4) The CD-370, Travel Voucher, must be filled out and submitted each time relocation expenses are claimed.
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SUMMARY OF RELOCATION REIMBURSABLE EXPENSES

*IN LIMITED CIRCUMSTANCES      **ALSO EXTENDED STORAGE
***WITH COST COMPARISON SHOWING IT’S ADVANTAGEOUS

	       RELOCATION                                                                                                                                              

           CATEGORIES

BASIC

ENTITLEMENTS
	NEW APPOINTEES

(NEW HIRE)
	TRANSFEREE

(GOVERNMENT EMPLOYEE TRANSFERRING)
	SHORT DISTANCE TRANSFER
	NON-FOREIGN OVERSEAS ASSIGNMENTS

	
	APPROVED POSITIONS, SES LAST MOVE HOME, SHORTAGE CATEGORY, STUDENT TRAINEE, CERTAIN PRESIDENTIAL APPOINTEES
	OTHERS
	
	
	NEW

EMPL
	TRANSFEREE

	EN ROUTE COMMERCIAL

TRANSPORTATION OR MILEAGE ALLOWANCE FOR:

…….EMPLOYEE
	YES
	NO
	YES
	YES
	YES
	YES

	.........IMMEDIATE 

         FAMILY             

                                                                                                                                               
	YES
	NO
	YES
	YES
	YES
	YES

	PER DIEM EN ROUTE

…….EMPLOYEE


	YES
	NO
	YES
	NO
	YES
	YES

	…….IMMEDIATE 

         FAMILY


	NO
	NO
	YES
	NO
	NO
	YES

	TRANSPORTATION OF

HOUSEHOLD GOODS


	YES
	NO
	YES
	YES
	YES
	YES

	TEMPORARY STORAGE OF HOUSEHOLD GOODS


	YES
	NO
	YES
	NO
	**

YES
	**

YES

	TRANSPORTATION OF MOBILE HOME OR BOAT 


	YES
	NO
	YES
	YES
	*
	*

	HOUSEHUNT 


	NO
	NO
	YES
	NO
	NO
	NO



	TEMPORARY QUARTERS (TQ)


	NO
	NO
	YES
	NO
	NO
	YES

	REAL ESTATE EXPENSES (INCL 3RD PARTY RELOCATION)


	NO
	NO
	YES
	YES
	NO
	YES

	RELOCATION INCOME TAX ALLOWANCE (RITA)


	NO
	NO
	YES
	YES
	NO
	YES

	MISCELLANEOUS EXPENSES


	NO
	NO
	YES
	YES
	NO
	YES

	SHIPMENT OF

POV
	***

YES
	NO
	***

YES
	
	***

YES
	***

YES
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TRAVEL EN ROUTE TO NEW DUTY OFFICIAL STATION  [image: image6.png]



(Federal Travel Regulation, Chapter 302-4)

En route travel is an automatic entitlement that does not need to be specifically approved on your travel order.  En route travel is your final trip to move from your old official duty station to your new official duty station.  

Transportation Expenses:  Both you and your immediate family are entitled to transportation
expense reimbursement for your en route travel. 

Number of POVs Authorized:  Normally, only one POV is authorized for en route travel.  Specific authorization and justification must be stated on the travel order when use of more than one POV is authorized based on one of the following circumstances:

1) If there are more members of the immediate family than can reasonably be transported with luggage in one vehicle; 
2) If, because of age or physical condition, special accommodations are necessary to transport a member of the immediate family in one vehicle and a second automobile is required for travel of other members of the immediate family; 
3) If you must report to the new official duty station in advance of travel by members of your immediate family who delay travel for acceptable reasons such as completion of school term, sale of property, settlement of personal business affairs, disposal or shipment of household goods, and temporary unavailability of adequate housing at the new official duty station; 
4) If a member of the immediate family performs unaccompanied travel between authorized points other than those for your travel; or
5) If, in advance of your report date, immediate family members must travel to the new official duty station for acceptable reasons, such as to enroll children in school at the beginning of the term.

Driving Your POV:  Driving your POV to the new official duty station is the standard mode of transportation for en route travel.  You will be reimbursed 23 cents per mile.
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Shipping Your POV Within CONUS:  On a case by case basis, approval for the shipment of a POV within CONUS, may be authorized one level higher than the authorizing official of the travel order when it is considered advantageous and cost effective to the government and as long as the total number of miles between the old and new duty stations exceed 600 miles.  The travel order must contain a justification, and include an approved cost comparison worksheet (below).  Shipment of your POV will be charged to a Commercial Bill of Lading (CBL).  Please refer to Page 2, Section 3 to arrange for the shipment of your POV.  


When shipment of POV is authorized, you and your immediate family will be reimbursed one-way airfare, and any other transportation expenses necessary to get you to your new official duty station, e.g., taxi cab to the airport at old official duty station and from the airport at new official duty station.  Airline and train travel (common carrier travel) must be purchased via the centrally-billed account managed by ADTRAV or via the J.P. Morgan Chase government travel card.  Do not use personal funds to purchase common carrier tickets.   
EXHIBIT 302-9A


COST COMPARISON FOR TRANSPORTATION OF POV WITHIN CONUS

Transportation of POV within CONUS should be authorized only when cost-effective to the Government.

______________________________

______________________________

Employee Name

                                                          Travel order Number


Driving POV:
Number of miles from old official duty station to new official duty station:_____ x 

     Applicable mileage rate _______





   = 
$__________

(Note:  the total number of miles from old to new duty station must
exceed 600 miles.  Mileage rate used can be found on Page 4)

Total Per Diem incurred for employee and family (See page 6)


                 = 
+__________

(Note: ¾ of the M&IE may be claimed on the first and last day of en route travel)  



Number of work hours lost as a result of driving:______ x  hourly wage:________              =    
+__________ 


Total Cost




                             $__________

Transportation of POV:

Cost of Transportation of POV







$__________

Cost of Government Airfare for Employee and Family 




+__________

            Total Cost







$__________

Based on the information above, I certify that the POV being shipped to my new duty station is in operating order and legally titled and tagged for driving.  In addition, I certify that transportation of POV to the new official duty station is more cost- effective for the Government than driving a POV to the new official duty station.  This approval will be attached to the travel order.
Signature of Authorizing Official of Travel order                       Date

  
Name of Authorizing Official (Type or print)
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Per Diem Expenses:  You are entitled to the full standard CONUS rate ($77 lodging & $46 M&IE = $123).
However, your immediate family is not entitled to per diem.  See the Relocation Expense Worksheet for per 
diem computations. You will be reimbursed for lodging costs incurred, not to exceed the authorized lodging 
rate.  Additionally, ¾ of the meals and incidental expenses (M&IE) rate is reimbursed on the first and last 
day of travel.

Note:  Per diem is not allowed when the total travel period is 12 hours or less within the same calendar day.  
When the travel period is more than 12 hours, but less than 24 hours, and lodging is not required, you will be
reimbursed 3/4 of the applicable M&IE rate.
Number of Per Diem Days:  The number of per diem days you will be reimbursed is based on the actual number of travel days, substantiated by lodging receipts.  However, you are required to drive an average of 300 miles per day.  
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TRANSPORTATION AND TEMPORARY STORAGE [image: image7.wmf]
OF HOUSEHOLD GOODS
(Federal Travel Regulation, Chapter 302-7)

Transportation and storage of your household goods is an automatic entitlement that does not need to be specifically approved on your travel order.  Per the Department of Commerce (DOC) Leave Handbook, you may be granted up to 16 hours of excused absence for the purpose of packing at your old official duty station, and up to 8 hours for unpacking at your new official duty station.  

Actual Expense Method:  Under the “Actual Expense Method”, more commonly called Commercial Bill of Lading (CBL), the Government assumes responsibility for negotiating and awarding contracts to carriers, assists in filing loss and damage claims, and auditing/paying the transportation claims.  

NOAA's Household Goods Program is serviced by Move Management Inc. (MMI) under the "Actual Expense Method".  Under the "Actual Expense Method", MMI arranges the shipment and storage of the household goods and charges the Government directly for these services.  
In order to authorize MMI to arrange for the shipment and storage of your household goods and to obtain a cost estimate for those services, you must complete sections 1 and 2 of the Household Goods Worksheet on Page 3, Section 3.  Upon receipt of the completed worksheet, MMI will contact you within a 24 hour period with a cost estimate.  




NOAA’S Household Goods Coordinator (HGC)  

NOAA’s HGC:
Lisa Beranich, MMI

or
Jimmy Riddle, MMI   
E-mail: 

lberanich@movemgt.com  

jriddle@movemgt.com 
Phone: 

720-234-6487



303-214-6692

If you are authorized the actual expense method but choose to move yourself, reimbursement will be limited to the actual costs incurred (e.g., truck rental, material handling equipment, packaging materials, gasoline, tool charges, etc.), supported by receipts, not to exceed the maximum amount that would have been paid on the CBL.  Official weight certificates establishing the gross and tare weight will be required along with all receipts for the actual expenses when submitting the travel voucher for payment.

Commuted Rate System:  The “Commuted Rate System” must be specifically authorized on your travel orders.  Under the “Commuted Rate System”, you would make the carrier selection and arrange for transportation and storage.  You would be responsible for paying the costs and filing a travel voucher for reimbursement, which is based on the Commuted Rate Schedule.  You would be required to provide a bill of lading and weight certificate for services provided by the commercial carrier or a weight certificate showing gross and tare weight of the vehicle when rental trucks/trailers are used.  Employees who use the "Commuted Rate System" will need to get an estimate from MMI since they will only be reimbursed up to what it would have cost under the "Actual Expense Method”.
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Weight Limitation:  The net weight of household goods and personal effects which may be transported at Government expense may not exceed 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.  Employees are responsible for reimbursing the government when shipments are overweight.
Temporary Storage of Your Household Goods:  In addition to the allowance for transportation of

household goods and personal effects, you are also entitled to temporary storage of your transported goods. 

Maximum time allowable for temporary storage is limited to 60 days.  On a case by case basis, approval for

the extension of temporary storage over 90 days up to the maximum of 150 days, may be authorized one 

level higher than the authorizing official of the travel order.  The amended travel order must contain the date 

temporary storage initially began, with a justification explaining the compelling reason(s) requiring the 

additional time.  See FTR, Chapter 302-7.9 for reasons to justify additional storage time.
Professional Books, Papers and Equipment (PBP&E):  The weight of any PBP&E is generally part of and not in addition to the 18,000 pound weight limitation.  However, if the weight of any PBP&E causes the lot to exceed 18,000 pounds, the PBP&E may be transported to the new official duty station as an administrative expense of the agency.  Authorization for such shipment is granted solely at the discretion of the authorizing official and must be specifically authorized on the travel order.  

Extended Storage of Your Household Goods: Extended storage must be specifically authorized on a travel order. 

CONUS Relocation:  You may utilize extended storage for the duration of your assignment when assigned to an isolated location within CONUS where you cannot take your household goods with you or use them because of the absence of residence quarters at that location.  

OCONUS Relocation:  Extended storage may be authorized in lieu of shipment when you are assigned to an overseas official station and NOAA limits the amount of HHG that you may transport to that location or NOAA determines extended storage is in the public interest or is cost effective.  Extended storage of your HHG is limited to the duration of the OCONUS assignment plus 30 days prior to the time your tour begins and plus 60 days after the tour is completed.  See FTR, Chapter 302-8 for further information.
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TRANSPORTATION OF MOBILE HOMES AND BOATS  [image: image8.wmf]
(Federal Travel Regulation, Chapter 302-10)

You are entitled to an allowance for the transportation of your mobile home or boat if you can certify that your mobile home or boat will be used as a permanent residence at the new official duty station.  However, the total allowance shall not exceed the maximum entitlement for transportation and 90-days temporary storage of household goods.  There is no additional allowance for a separate shipment of household goods.  

Your mobile home may be transported by the Government via Commercial Bill of Lading (CBL), by a commercial carrier hired by you, or towed by you with your POV.  In all cases, allowable mileage is determined by standard highway mileage guides, unless any substantial deviations are satisfactorily explained.  Please refer to Section 2, Section 3 if you are transporting your mobile home or boat via CBL.       

Per Diem Expenses:  In addition to allowances for transporting your mobile home or boat, you are entitled to per diem reimbursement and mileage reimbursement of your POV as stated under en route travel (page 4).    

Mobile Home Transported by You:  If you elect to tow your mobile home using your POV, you will be reimbursed 11 cents per mile, including ferry fares, tolls, and similar charges.  Payment of the mileage allowance for use of a POV may be made in addition to the 11 cents per mile allowance for the mobile home. In addition, costs of preparing a mobile home for movement and resettling at the new official duty station may be reimbursed.  No other allowance shall be made for transportation of the mobile home.
Mobile Home Transported by Commercial Carrier:  If you elect to tow your mobile home via a commercial carrier, you will be reimbursed the carrier's charges for actual transportation of the mobile home in an amount not exceeding the applicable approved tariffs for movement of a mobile home of its size and type for the distance involved.  

Reimbursable Fees for Preparing a Mobile Home or Boat for Shipment:

1) Costs of blocking and unblocking (including anchoring and unanchoring);
2) Labor costs of removing and installing skirting;
3) Costs of separating, preparing and sealing each section for movement;

4) Travel lift fees;

5) Rental, installation, removal and transportation of hitches and extra axles with wheels and                              tires;

6) Purchasing blocks in lieu of transporting blocks from old official duty station and cost of replacement blocks broken while mobile home was being transported;

7) Packing and unpacking of HHG associated with mobile home;

8) Disconnecting and connecting utilities;

9) Installation and removal of towing lights on trailer;
10) Charges for reasonable extension of existing water and sewer lines; and
11) Dismantling and assembling a portable room appended to a mobile home. 
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Reimbursable Fees for Transporting a Mobile Home or Boat:
1) Transportation charges;
2) Ferry fares, bridge, road, and tunnel tolls;
3) Taxes, and cost of permits;
4) Carrier's charge for obtaining necessary permits;
5) Fees for pilot or escort services, when required by state or local law;
6) Rental fee for temporary lights; 

7) Fuel and oil used for propulsion of the boat; 

8) Pilots or navigators in the open water;
9) A crew;
10) Charges for harbor pilots;
11) Docking fees incurred in transit;
12) Harbor or port fees and similar charges related to entry in and navigation through ports; and
13) Towing, whether in tow or towing by pushing from behind.

Non-reimbursable Fees for Transporting a Mobile Home or Boat:  

1) Costs for replacement parts, tire purchases, structural repairs, brake  repairs or any other repairs or maintenance performed;

2) Costs of insurance for valuation of mobile homes above carriers’ maximum liabilities, or charges designated in tariffs as "Special Services;”
3) Cost of storage; and

4) Costs of connecting/disconnecting appliances, equipment, and utilities involved in relocation and costs of converting appliances for operation on available utilities.
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