NOAA TRAVEL REGULATION
Chapter 302 RELOCATION ALLOWANCES Table of Contents

PART 302-2 - EMPLOYEE ELIGIBILITY REQUIREMENTS
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302-2.102(a)

302-2.102(b)

302-2.102(c)

Subpart B Agency Responsibilities
Who is responsible for providing employees relocation counseling?

Prior to your reporting date at your new duty station, your servicing Relocation
Specialist, who is provided to you by your servicing WFMO, is responsible for
providing you relocation counseling. NOAA's relocation program is serviced by
the Western Operations Branch (WOB), NOAA Finance Office, in Seattle,
Washington. Employees interested in NOAA’s home sale/home purchase
program will receive counseling specific to the program by NOAA’s Relocation
Services Company (RSC). Please visit the NOAA Travel Website for information
regarding your servicing Relocation Specialist and RSC:
http://www.corporateservices.noaa.gov/~finance/RELO.html.

Note: The Government cannot be bound beyond the actual authority conferred
upon its agents by statute or these regulations.

Who has the authority to approve relocation travel and all entitlements, i.e.,
relocations within the Continental United States (CONUS), and overseas
assignments, i.e., relocation travel outside-CONUS (O-CONUS)?

Relocations within CONUS and overseas assignments must be authorized and
approved by the appropriate NOAA official as listed in NOAA Travel Regulation
(NTR), Chapter 301-1.20. Officials authorized to approve travel orders have the
responsibility to make sure that all travel orders are prepared properly in
accordance with applicable Federal Travel Regulations (FTR), Department of
Commerce (DOC) Travel Regulations, and NTR.

What paperwork must I submit in order to be approved relocation travel?

You must provide your Relocation Specialist a completed and signed CD-150,
“Request for Authorization of Travel/Moving Expense”, a completed “Relocation
Expense Worksheet”, and an approved travel order before you incur any
relocation expenses. Employees must use the “NOAA Relocation Travel Form”
(http://www.corporateservices.noaa.gov/~finance/RELO.NOAA%20Relocation%
20Forms%?20revised%2003-29-2011.xls) which includes the following forms:

e CD-150,
Relocation Worksheet,
CD-29, Travel Order,
CD-370, Travel Voucher,
CD-371, Employee Application for Reimbursement of Expenses Incurred Upon Sale or
Purchase (or Both) of Residence Upon Change of Official Station, and
g CD-372, Expense Record for Temporary Quarters.
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302-2.102(d) Who has the authority to approve an amended CD-29, Travel Order, for the

extension of temporary quarters over 60 days up to the maximum of 120
days?

On a case by case basis, approval for the extension of temporary quarters over

60 days up to the maximum of 120 days, may be authorized one level higher than
the authorizing official of the travel order. The amended travel order must
contain a justification explaining the compelling reason(s) requiring the additional
time. The justification should describe circumstances which occurred during the
initial period and which are beyond the transferee’s control.

(See FTR, Chapter 302-6)

302-2.102(e) Who has the authority to approve an amended travel order for the extension

302-2.102(f)

of temporary storage for CONUS shipments over 60 days up to the
maximum of 150 days?

On a case by case basis, approval for the extension of temporary storage for
CONUS shipments over 60 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,
along with a justification explaining the compelling reason(s) requiring the
additional time.

(See FTR, Chapter 302-7)

Who has the authority to approve an amended travel order for the extension
of the one-year time limitation for completion of the sale and purchase of a
residence or lease termination transaction?

On a case by case basis, approval to extend the one-year time limitation for
completion of the sale and purchase of a residence or lease termination transaction
may be authorized one level higher than the authorizing official of the travel order
for an additional one-year period, not to exceed two years. The amended travel
order must contain a justification explaining the compelling reason(s) requiring
the additional time.

(See FTR, Chapter 302-11)
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302-2.102(q)

302-2.102(h)

302-2.102(i)

Who has the authority to approve an amended travel order for exceptions to
driving less than the average minimum distance of 300 miles per day?

On a case by case basis, exceptions to driving less than the average minimum
distance of 300 miles per day, may be authorized one level higher than the
authorizing official of the travel order. The travel order must contain a
justification explaining why an exception to the 300 mile rule was granted.
(See FTR, Chapter 302-4)

Who has the authority to approve the shipment of a privately-owned vehicle
(POV) within the Continental United States (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, as provided in NTR, Chapter302-9A, which can be
found at the following web-site:
http://www.corporateservices.noaa.gov/~finance/TR.302-9.pdf

(See FTR, Chapter 302-9)

Who has the authority to approve return travel when an employee separates
from Government service from a post of duty prior to completion of the
service agreement?

On a case by case basis, return travel when an employee separates from
Government service from a post of duty prior to completion of the service
agreement, may be authorized one level higher than the authorizing official of the
travel order, provided the employee is returned for compassionate reasons or for
circumstances beyond the employees control, e.g., physical or mental health,
death of a member of the immediate family, or obligations imposed by authority
or circumstances over which the employee has no control. The travel order must
show the move date, the origin and destination location of the move, and contain a
justification for moving prior to the completion of the service agreement.

(See FTR, Chapter 302-3)

Note: Accepting private employment at the termination location is not an
acceptable reason to authorize return travel.
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302-2.102(j) Who has the authority to approve overseas tour renewal travel?

On a case by case basis, requests to approve overseas tour renewal travel must be
submitted by the authorizing official of the travel order to the servicing
Workforce Management Office (WFMO) for approval.

302-2.102(k) Who has the authority to approve transportation of a POV to a post of duty?

On a case by case basis, transportation of a POV to a post of duty may be
authorized one level higher than the authorizing official of the travel order. The
travel order must contain a justification for such approval.

(See FTR, Chapter 302-9)

302-2.102(1) Who has the authority to approve an amended travel order for the shipment
of a POV subsequent to the time of assignment at a post of duty?

On a case by case basis, approval for the shipment of POV subsequent to the time
of assignment at a post of duty, may be authorized one level higher than the
authorizing official of the travel order. The amended travel order must contain a
justification which shows the use of a POV at the post of duty as being
advantageous, cost-effective, and in the Government’s interest.

(See FTR, Chapter 302-9)

Note: NOAA organizations are advised to limit shipments under this authority
to only those post of duty stations considered remote stations without reasonable
access to automobile dealerships. POVs under this part will not be transported for
employees with less than one year of service left on their service agreement.

302-2.102(m) Who has the authority to approve an amended travel order for the
emergency storage of a POV?

On a case by case basis, approval for the emergency storage of a POV, may be
authorized one level higher than the authorizing official of the travel order. The
amended travel order must contain a justification explaining why emergency
storage was necessary, and will include the storage location site.

(See FTR, Chapter 302-9)
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302-2.102(n) Who has the authority to approve weight up to 18,000 pounds for household
goods when Government housing is provided at a post of duty?

In unusual cases when circumstances warrant, weight up to 18,000 pounds for
household goods when Government housing is provided at a post of duty

may be authorized one level higher than the authorizing official of the travel
order. NOTE: Extended storage at Government expense may be allowed for the
difference between the amount of household goods transported and the amount of
household goods stored. (See NTR, Chapter 302-7)

302-2.102(0) Who has the authority to approve short-distance transfers?

Both preliminary and final determinations for short-distance transfers must be
submitted through your Line Office Chief Financial Officer (CFO) to the
Director, Finance Office/Comptroller for approval using the “Short Distance
Transfer Worksheet” of the Short Distance Transfer Guidelines which can be
found at the following web-site:
http://www.corporateservices.noaa.gov/~finance/RELO.SDT.docx

(See FTR, Chapter 302-2)

Note: Preliminary determinations for a short-distance transfer must be submitted
in advance of the transfer, but not more than 90 days prior to the projected
transfer.

302-2.102(p) Who has the authority to designate areas as isolated official stations?

Requests to approve the designation of an area as an isolated official station must
be submitted through your Line Office CFO to the Director, Finance
Office/Comptroller for approval.

(See FTR, Chapter 302-8)

Note: No item of furniture may be shipped to an isolated area which duplicates
items provided by the Government unless such shipment is determined to be a
necessity and authorized on the travel order. (See FTR, Chapter 302-8).
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302-2.102(q) Who has the authority to waive the $700,000 maximum home value for which

302-2.102(r)

NOAA will pay for homesale services?

Requests to waive the $700,000 maximum home value, for which NOAA will pay
for homesale services, must be submitted through your Line Office CFO, through
the NOAA CFO, and to the DOC Director, Administrative Services for approval.
A copy of the travel order and listing agreement must accompany all requests.
(See FTR, Chapter 302-12)

Who has the authority to approve a waiver of repayment of relocation
expenses when an employee does not remain in Government service for the
period of time as stated in their service agreement?

Requests to approve a waiver to repay relocation expenses when an employee
does not remain in Government service for the period of time as stated in their
service agreement may be approved by the Department’s Assistant General
Counsel for Finance and Litigation. Please check with your servicing finance
office for more information.
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Subpart C Travel Order Exhibits

SUMMARY OF RELOCATION REIMBURSABLE EXPENSES

The chart on the next page summarizes authorized reimbursable expenses for civilian employees
in the following categories:

New appointees

Government Employees Transferring
Short-Distance Transfers
Non-Foreign Overseas Assignments

The summary chart does not cover all reimbursable expenses in all cases, nor does it mean that
all items mentioned will be authorized in all cases. The specific provisions of the travel order
written in accordance with Federal, DOC, and NOAA travel regulations, will determine the
specific reimbursement authorized.

Use this chart as a quick guide for requesting travel, or for authorizing travel, but check the
detailed provisions, as appropriate within the NTR Chapter 302, for actual regulations governing
reimbursements.
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EXHIBIT 302-2A

*IN LIMITED CIRCUMSTANCES

SUMMARY OF RELOCATION REIMBURSABLE EXPENSES

**ALSO NON-TEMPORARY STORAGE

***MAY INCLUDE AUTO

RELOCATION NEW APPOINTEES GOVERNMENT SHORT NON-FOREIGN OVERSEAS
CATEGORIES EMPLOYEES DISTANCE ASSIGNMENTS
APPROVED POSITIONS, TRANSFERRING | TRANSFER | NEW TRANSFEREE
SES LAST MOVE HOME, EMPL
SHORAGE CATEGORY, OTHERS
STUDENT TRAINEE,
CERTAIN PRESIDENTIAL
BASIC APPOINTEES
ENTITLEMENTS
COMMERCIAL
TRANSPORTATION OR
MILEAGE ALLOWANCE YES NO YES YES YES YES
FOR:
....... EMPLOYEE
......... IMMEDIATE
FAMILY YES NO YES YES YES YES
PER DIEM EN ROUTE
YES NO YES NO YES YES
....... EMPLOYEE
....... IMMEDIATE
FAMILY NO NO YES NO NO YES
TRANSPORTATION OF ok sk
HOUSEHOLD GOODS YES NO YES YES YES YES
TEMPORARY STORAGE OF ** ==
HOUSEHOLD GOODS YES NO YES NO YES YES
TRANSPORTATION OF
MOBILE HOME YES NO YES YES * *
HOUSEHUNT
NO NO YES NO NO NO
TEMPORARY QUARTERS
NO NO YES NO NO YES
REAL ESTATE EXPENSES
(INCL 3%° PARTY NO NO YES YES NO *
RELOCATION)
RELOCATION INCOME TAX
ALLOWANCE (RITA) NO NO YES YES NO YES
MISCELLANEOUS
EXPENSES NO NO YES YES NO YES
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~uUs: of

FORM €D-29 e
(FEV. 199 L e
AD 204-1
[ TemporaRY
outy

TRAVEL ORDER

£R] RELOCATION—A signed.CD-150; Request for Authorization
of Travel and Moving. EIBIMS‘ must be -attached.

2. TRAVEL ORDER NO."

4XXXPOOOL

-{ 3. BUREAU. NAMEIORGANZATIONAL NIT

NOAA, NMFS, Fish Ecology Division

38, PRESENT OFFICIAL STATION
Bohemia,

45 TRAVELER'S NAME 48, TRAVELER'S TITLE

4C. SOCIAL SECURITY NO.

Charlje L. B‘rgwn['rransfer _|pirector, Fish Office 923~45-6789
5. PURPOSE AND JUSTIFICATION STATEMENT GA. TYPE OF TRAVEL CODE
Relocation; Service Agreement .and Relocateon Worksheet slgned 11/07/03 3’ & 4"
Family: ~Spouse = Lucy P. . 68. PURPGSE OF TRIP CODE
Child = Linus B - Date of Birth = 7/4/95 6
‘Child - Peppermint Patty - Date of Birth - 4/1/90 £C. BUREAU CODE Ko.
7. ITINERARY i

Bohemia, NY, to Seactle,y WA

O ‘Contact: Shirley Shark (206)526-}0(}0(

8. PERIOD OF TRAVEL

9. ACCOUNTING- CLASSIFICATION CODE

T BEGH ON OR ABOUT . sout ©
Yt /'i /54‘ ,
10. MODE GF TRANSPORTATION. . estwatencost 2211 § 12,467.44
’ COMHON GARRIER kmxnsmmum $ 4,467.72
[ evs O ra [C] ©XTRA FARE (bt in om 14) 5. OTHER TRANSPORTATIONZ 1 4/
KX arcoack [ AREXTRA FARE (Atach CD-334) WPLIDS PY unBAGE $ 3 300.00
[[] prevtévv-oninen venicie “‘,‘:ﬁmﬁ?"“ 211’ $ 3,333.75
[J amo [ pane . [] RATEPERMIE. ... CENTS m-mwu«mwzc:) o =
g e 21498 1,225,000,
meﬂwmﬂ«:& OF TRAVELER (See. FTR 201:4.3.800 301:4.4 4)
o [ en e e "m““&“"’s‘,ﬁgﬁ 120%s 13,287.00
Househunt onl ) : : =
¢ - only) . ] m“"‘“"ﬁmﬁzu $.63,960.00
i [ OFFICE ADDRESS:

WASC UBTOTAL & $ 82,105.75
cwiuived 1o maks refind gincty | 7600 Sand Point Way, N.E.
Seattle, WA 98115 e $99,040.91
1 Mumnw’fmh' i e froaied mﬂmm‘:"‘ m(uamaymm xhw‘:“mmumwm
mdhmuumummmmﬁu«wnnm 50upons ate. proparly ccounted for on the travel

42 SUBSISTENCE EXPENSE -

Ia_accordance with_the GOC Travel. Handbook sreckcsy syponed Ny
suthorizing of s mtances S0 €18 300 % »

Locality per diem rg,te suthorized for
Househunt‘

u_mnmumm mvmmm The fol

[] eemsneastrarionrees aceordme with FIR 302:
Hme OF TAUS seTwesn wooows: thuntdng trip. for - Employee
ANDIOR PLACE(S) OF BUSINESS days; Shipment of one POV

[ ooess s
(uucm:ouzj
[] casu [ oeear

[] omet it o quarters not to exceed 60
Spuity n

lowing expenses are authorized in
Contracter Relocation Services; House~
and. prust via air, not to exceed 10
via CBL; Shipment of household goods

GAGE (usity i ham 19 Ly 2 CBI, estimated at 10,000 1bs. with load date 1/12/04; Storage
of household goods via CBL not''to exceed 90 days, Temporary

days.

another trip will.be made within 30 days.

Travel voucher must be submitted within & days after umpkﬂon of travet, and hvel advance rulnnu must.be ‘refunded at that time uniess

15 SIGNATURE OF REGUESTINGIAPPROVING O}

i pg ugy‘p;lreje‘tor, ;NE" Ffls‘heries‘ Seil ctr

ll/21/03

Tﬁregtcr‘, NE'

16, SIGNATURE: OF AUTHORDWS meFICER.
| Richard Bigcheese :

Fisheries Science Center. | ml‘l /21703

rirasion. b e Doperbman o Copemere. oo
mnuhlﬁinylnobﬁh{ulm u

. 1962, The
. The SSH saives a5 3 pimary valdation 1or ‘accouniabilly and payment | -Rop
ussied ool it

CERTIFICATE OF AUTHORIZATION BY

‘rmmnmkmmw»mm-gFm«yud\m(suscsmi Solcitation of the’ GESIGNATED AUTHORIZING OFFIGER
ton. an thic by §. Chapler 57 as implemented by e Fadaral ¥ MW'(FPMRm.mEo You are. hereby suthorized lo- Wavel al Govemment
11600 of iy 22 1571, end EQ. «Miiwﬂn 27,1062, - The Sociel Secudty. Number (SSN} Gn he-CD-29 s marida it the Fesers Trave
" bo s an

expense - under and -in” accordance
iations, " The. numbed of this u«f ‘must appear. on.
vouchbr - reimbu for - expenses in-
mummmlom ‘order.
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. FORM CD-29 us, i1 OF 4 TYPEOF A 2. TRAVEL ORDER.NO.
e U Y Doy B o Asomior | 4XXXP0002

: TRAVEL ORDER 1 oure of Travel and Moving Expenses, must bo atiached.
3A. BUREAU HAMEIOIGMIZA“ONAL T 38, PRESENT OFFICIAL STATION
NDAA, NWS, Meteorological' Services Division San Antomcx. TX
A TRAVELER'S RAME 48 TRAVELER'S ) 46. SOCIAL SECURTY NO.
Joseph I. Traveler / First Duty Chief Heteoroloyical Sve, Div.(MSD)|987-65-4321

5. PURPOSE ANO:JUSTIFICATION STATEMENT

6. TYPE OF TRAVEL CODE
Relocar_mn, Service Agreement and Relocatmn Worksheet signed 2/5/04. 3

§8..PURPOSE OF TRIP CODE.

Family: Spouse — Suzy Q. . e : 6
. Child = - Joseph Jr. - Date of Blrth 9/9/99 - J[ec ureau cooe wo.
14
7. ITINERARY

"'San Antonio, TX, to Kansas City, MO =

Contact: Mary Sunshine (816) 891-XXXX

o PERIOD OF TRAVEL | 8A. BEIN ON OR ABOUT * ] 88, £N0 on 6R-ABOUT 8. ACGOUNTING .CLASSIFICATION -CODE
4/1/04 o 4f2/04 . i}
10, RODE OF TRANSPORTATION. . J4s. estmarencost 2211 § 5,481.58
[ commion carner ) $ 2,703.49
s BT s S [ extRarare wustiy in om t4) OTHER TRANSPORTATION. 165.00]
[ arcone ] AREXTRA FARE (Attach CD-334) Welvoie "7"~""‘~f“ IR AE
B PRIVATELY-OWNED VEHICLE, : : S ﬁ“&ﬁﬁw 214 Ps . 102.00
E AuTO. D PLANE & mtlep:kulsl_?__,cims (Seé FTR301:4 0c FTR 302-2:3) e gen i -
; . : N . R, mﬂ:ﬁwsﬂsss $ =0
3 ron VELER (Se0 FTR ¢ : ’ —— - -
; [ exieo uoronvenici Findsia 3. othen wis: oo Soeserenes oeewse |9 ~0-
‘ : [ || memermy s o
. a ¢
CASC . SUBTOTAL 8 $ 267.00
601 East 12¢h Street ; -
| Kansas City, MO 64106 .- . - TOTAL A28 $ 8,452.07
m-mmmmmmrmm“mwwuw Wmmmm m'nvmmm |
documenis g hideoficial sravel. vm-m;-mmmmmuyﬁmmm& mmmkﬁmhm

been used. Kt ol ppoves 8 wsed Kkt o souore e Mm o e vt

0 ‘noordines Wit uQ DOC Travel Fibook: o g4 speclicall -mmw $55 1wdg1nsi$31 M&IE - employee only

Loreunitenons. See Gt m:)mwm;

WEETING REGISTRATION FEES 'ﬂm follewing expenses are authorized in aceordance with

' e oF Taxs seTween wooows | Federal Travel Regulation 302; ‘shipment of Household Goods
o MaiRACEs OFBusKESS | | 44 ‘CBL estimated @ 10,000 1bs. with load date of 3/30/04;
0 ﬁ?ﬁw Vistty i o 14, | | Storage of Household Goods via CBL-mot to exceed 90 days.
[] oass - [ aesar i ) ’

=l mmuwamm )

| Travel v st be mhmmd ‘within-§ days after’ eonwmm of travel, and: mui ldvmu balance :must be re(undad qt Ahat time unless
ariother trip wllbq made within: Ndays. .

| 15, SISHATURE OF REQUESTINGIAPPROVING OFFICIAL

lbep'uty Birector. usp = 2'715{4)4

DATE

| 2/15/04

CERTIFICATE OF AUTHORIZATION BY
BESIGNATED AUTHORIZING OFFICER
Vw are. (W
xpensé under.

authorized S o Gomsiont: -

and i sCGordaricn with Ve Fedecat Travel
Reguiaions,  The bt of M oner mi_ appase on
u:hmmmum!bvmmm
cumed ‘consequent o- this. ordar. :
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