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1. Introduction.

a. The information in this guide is intended as a helpful tool for you to use to answer your
Permanent Change of Station (PCS) move questions. This guide is specifically for Non-Foreign
areas to include Alaska and Hawaii. The information is generalized and addresses the most
frequently asked questions. It may not be an answer to all of your questions and concerns. If
you should need further guidance, please contact the CAJS-J1-HR-PS (Staffing) at DSN 466-
3350 or commercial (916) 854-3350 and we will be glad to help answer your questions.

b. Remember that when you accept a job at another location, the job offer is not official
until you receive documented notification. You should not take action to sell your home or
vacate premises until you have received that notification. Your supervisor should be contacted
by the HRO for a release date. For pay purposes the release and pick-up dates should be at the
beginning of a pay period.

c. It is imperative that you complete the Cost Estimate Questionnaire and transportation
agreement. Return the questionnaire and transportation agreement to Staffing. The information
contained in your questionnaire is necessary in order to process your orders. It is very important
that the required information is completed accurately so that orders will not have to be amended.

d. All relocation expenses incurred from a PCS move must be completed within two
years of the date the employee reports for duty at the new duty station. A settlement voucher
should be submitted within 10 workdays of completion of each portion of travel. Each
entitlement should be settled on a separate voucher (DD 1351-2) with the Accounting and
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Finance (Air National Guard) or USPFO (Army National Guard) after each entitlement is
utilized.

e. All DOD Civilian travel and transportation entitlements are prescribed in the JTR Vol
.

f. All Air National Guard PCS related costs filed on DD1351-2 will be submitted to the
Wing Accounting and Finance office for settlement.

g. All Army National Guard PCS related costs filed on DD1351-2 will be submitted to
the HRO for review and final authorization. Then and only then will the voucher be submitted to
USPFO for payment.

h. DISCLAIMER: This is only a guide and is to be used as such — Regulatory guidance
and/or authorization will be in accordance with the current Joint Travel Regulation (JTR) and
appropriate Volume. If there is conflicting guidance between this Handbook and the JTR, the
higher regulation governs.

2. California National Guard PCS Request/Approval Process.

a. All PCS requests for California Army and Air National Guard employees must be
approved in advance by the Human Resources Office Directorate. Employees are cautioned not
to begin PCS actions which must be reimbursed without prior written approval in the form of a
PCS order.

b. Local Commander/Director/Supervisor begins the process by requesting the PCS using
a CNG Form 690-11 (Request and Authorization for Technician Permanent Change of Station).
This form must be sent along with an employee completed DD Form 1618, DOD Transportation
Agreement, and the CNG PCS Questionnaire. It is recommended that this accompany the SF-52,
Request for Personnel Action, for the employee.

c. After receipt of the CNG 690-11, DD Form 1618, and CNG PCS Questionnaire, the
Directorate for Human Resources will coordinate with the Chief of Staff, Army Division for
approval/disapprove and PCS orders may be published.

d. The Directorate for Human Resources will distribute the PCS order to the employee, to
also include a copy of this guide.

e. The employee may begin PCS actions after receipt of the PCS authorization (orders),
as allowed by the JTR.

f. After the completion of each stage of the PCS, the employee will complete the DD
1351-2, Travel Voucher and forward it to the Directorate for Human Resources for approval.
The HRO will then forward it to the USPFO for payment.

3. PCS Information - Dependent Data.

a. The definition of a dependent is any of the following named members of the
employee’s household at the time the employee reports for duty at the new Permanent Duty
Station (PDS):

(1) Spouse.

(2) Children of the employee or employee’s spouse who are unmarried and under
21 years of age, or who, regardless of age, are physically or mentally incapable of self-support.

(3) Dependent parents (including step and legally adoptive parents) of the
employee or employee’s spouse (of which dependency documentation is required).
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(4) Dependent brothers and sisters (including step and legally adoptive brothers
and sisters) of the employee or employee’s spouse who are unmarried and under 21 years of age,
or who regardless of age, are physically or mentally incapable of self-support (documentation of
dependency required).

b. Generally, individuals named on PCS orders are considered dependents of the
employee if they receive at least 51 percent of their support from the employee or employee’s
spouse; however, this percentage of support criteria shall not be the decisive factor in all cases.
Proof of dependent status may be required, such proof is Marriage Certificate, Birth Certificates
and/or adoption documentation.

4. PCS Information - Privately Owned Vehicle (POV).

a. The use of more than one privately owned vehicle within the same household as
advantageous to the Government in connection with the permanent duty travel may be
authorized under the following conditions:

(1) If there are more members of the immediate family than reasonably can be
transported together with luggage, in one vehicle.

(2) If because of age or physical condition, special accommodations are necessary
to transport a member of the family in one vehicle and second vehicle is required for travel of
other family members.

(3) If employee must report to a new Permanent Duty Station (PDS) in advance of
travel by members of 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 (HHG) and personal effects, adequate housing not immediately available at the
new PDS.

(4) If a member of the family performs unaccompanied travel between authorized
points other than those for the employee’s travel.

(5) If, in advance of the employee’s report date, the family members must travel
to the new PDS for acceptable reasons such as to enroll children in school at the beginning of the
term.

b. Indicate if you are shipping a POV from the overseas location (Alaska and Hawaii).
One POV may be transported at Government expense when it’s determined to be in the
Government’s interest for the employee to have POV use at the gaining location. Transportation
at Government expense is authorized between the port serving the point of origin and the port
serving the employee’s new permanent duty station or point authorized. A POV may be shipped
to an alternate port but the employee must pay any difference in cost of using the alternate port.
When an employee makes a separate trip to a port to deliver a POV, per diem is not allowable
but one-way mileage for the distance traveled to the port facility at the applicable rate and actual
cost incurred for one-way return transportation are authorized. If an employee delivers the POV
to a port facility incident to performing PCS travel, mileage at the applicable rate is authorized.
Payment is also allowable for:

(1) The transportation cost of the employee, or the employee and dependents,
from the vehicle port facility where the employee delivers the POV, to the port of embarkation.

(2) Mileage from the port of embarkation, where the employee drops off
dependents, to the vehicle port facility where the employee delivers the POV, and return
transportation for the employee to the port of embarkation.
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(3) Ferry travel is authorized for personnel coming from Alaska if they do not
want to ship their vehicle.

5. PCS Information - Leave En Route.

If you plan on taking leave en route, you will need to indicate the dates and number of
days requested (this leave must be approved by your leave approving official) on the Cost
Estimate Questionnaire. Leave includes any period in excess of authorized travel time. Do not
take travel time into account.

6. PCS Information - Household Goods Shipment (HHGS).

a. Your local Transportation Management Office (TMO) will schedule your HHGs
shipment.

b. It is CNG policy to encourage household goods to be shipped by the government bill
of lading (GBL). The commuted rate method is used ONLY in cases where the GBL method is
not available. Shipment of HHGs may originate at the old duty station or at some other point;
however, the total amount which may be paid or reimbursed by the government will not exceed
the cost of transporting the property in one lot from the old to new duty station. All HHGs must
belong to the employee and/or dependents. If you need a second pick-up or drop-off, you must
let the gaining organization know so that it can be placed on your orders.

c. When it has been determined that shipment by GBL is most economical and the
employee chooses to make his/her own arrangements, the employee may be reimbursed for
actual expenses incurred not to exceed what it would have cost the government had the shipment
been made by GBL. The MAXIMUM weight allowance for movement and storage of HHGs at
government expense is 18,000 pounds. To facilitate estimating the weight of your HHGs,
multiply each room of furniture (not including kitchen or bathrooms) times 1,500 Ibs. In
estimating the weight of HHGs, consider items located in a garage, basement, attic, etc. Also,
include estimated weight of major appliances such as freezers, refrigerators, washers, dryers, and
stoves (approx. 200 pounds for each).

d. Employees who wish to move household goods in their automobiles for the purpose of
setting up a temporary residence prior to occupancy of permanent quarters, will only be
authorized mileage for driving their POV from the losing to the gaining station. There will be no
special reimbursement for household goods carried by the POV. There is no additional mileage
paid for multiple trips moving household goods.

e. Storage of HHGs - In conjunction with the shipment of HHGs, temporary storage is
authorized for 90 days. Under certain conditions an additional 90 days of temporary storage at
government expense may be granted. Employees must request in writing for an amendment to
PCS orders for this additional storage to the PCS authorizing office prior to expiration of the first
90 days. HHGs storage can be at the old or new duty station. If an extension of temporary
storage is needed but cannot be granted, the employee will be billed for the additional storage.

7. PCS Information - En Route Travel.

a. The travel section of your local finance office should be able to help you with this
information.

b. Lodging Per Diem will be based on authorized number of travel days (standard
CONUS rate).
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c. Meals and Incidentals are also based on travel days authorized (standard CONUS rate).
d. Transportation Expenses - Travel between the old and new duty stations may be

authorized by POV, commercial carrier, or other approved modes of transportation. A mileage
allowance for the use of one privately owned automobile per household for the distance between
the old and new duty stations by the most direct route should be authorized. Under certain
circumstances, the use of more than one POV may be granted. The employee must bear the cost
of travel by an indirect route for personal reasons. Dependent travel may begin from a point
other than the old duty station; however, reimbursement by the government is limited to the cost
from the old to new duty station. Travel by dependents may be performed concurrently, early, or
may be delayed. Travel by POV to the new duty station is based on an average distance of 350
miles per day. Employees placed through the Priority Placement Program almost always travel
on the losing unit’s time. An employee is not required to perform PCS travel on a holiday.
However, if the employee chooses to travel on a holiday, that travel will be counted as one of the
total travel days authorized. If transportation of two vehicles is authorized, the family member
driving the second vehicle receives the same rate as the employee. The following depicts the
mileage allowance:

(1) Employee only 15 cents per mile.

(2) Employee + 1 17 cents per mile.

(3) Employee + 2 19 cents per mile.

(4) Employee + 3 20 cents per mile.

8. PCS Information - House Hunting Trip (HHT).

a. The purpose of a HHTis to lower the Government’s overall relocation costs by
reducing the time an employee would otherwise occupy temporary quarters. According to the
JTR (C4107) a HHT is a discretionary allowance, not an entitlement, that the order-
issuing/authenticating official, not the employee, determines is necessary. The HHT may only
be authorized on an individual-case basis; when an employee has accepted a permanent transfer;
and, the employee’s circumstances indicate the need for a HHT.

b. Additionally, the HHT may not be authorized to assist an employee in deciding
whether or not to accept a transfer. It may be authorized only for an employee and/or spouse.

c. Although the HHT is designated for the employee and the spouse, children may
accompany them but travel and per diem expenses are not reimbursable for the children.

d. A HHT is authorized when:

(1) APCS is authorized.

(2) Both the old and new PDS are located within the US.

(3) Government or other prearranged housing isn’t assigned at the new PDS.

(4) The old and new PDS are greater than 75 miles apart (map distance on usually
traveled surface routes).

(5) Only one round trip for house hunting may be authorized for the employee
and/or spouse in connection with a PCS. Separate round trips by the employee and spouse may
be allowed provided the overall cost to the Government is limited to the cost of one round trip
for the employee and spouse traveling together. Travel is usually performed by commercial air
and the use of a rental car is authorized for vicinity travel incident to the house-hunting trip. In
authorizing a particular mode of transportation (POV or commercial air), consideration will be
given to provide minimum time en route and maximum time at the new permanent duty station.
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Expenses for the use of taxis shall be limited to transportation between depots, airports, or other
carrier terminals and place of lodging.

(6) A HHT may begin as soon as the employee receives PCS orders authorizing
the move and the HHT entitlement.

(7) The HHT must be completed by the day before reporting to the new PDS.

The spouse must complete the HHT by the day before relocation of the family to the new PDS or
the expiration of the maximum time for beginning allowable travel and transportation; whichever
is earlier. 'You may also perform the HHT in conjunction with your PCS travel and not return to
the old duty station.

(8) The HHT, including travel time, shall not exceed 10 calendar days under any

circumstances.

(9) Subsistence expense reimbursement may be paid under the Lodging-Plus
system or the fixed amount reimbursement. The per diem reimbursement method must be
indicated on the PCS travel order. Choose a method of reimbursement.

e. The Lodging-Plus method is calculated using the locality per diem rate
(http://www.dtic.mil/perdiem) for the area of the new duty station. The employee is entitled up
to the full per diem rate times the number of days of house hunting and the spouse is entitled up
to 75% of the maximum per diem rate. To receive reimbursement for HHT under the Lodging-
Plus method, you must itemize lodging expenses and provide receipts for lodging. You will only
be paid actual expenses.

9. PCS Information - Miscellaneous Expense Allowance.

a. A miscellaneous expense allowance is payable to an employee for whom a PCS is
authorized or approved when he/she has discontinued and established a residence in connection
with such change of station, regardless of where the old or new duty station is located, provided
an appropriate transportation agreement has been signed. The employee will be required to
certify on the voucher that he/she has discontinued his/her residence at the old permanent duty
station (PDS), and has established a residence at the new PDS. When an employee with
dependent(s) reports to the new PDS but the dependent(s) remain at the old PDS or other
location without discontinuing the residence, reimbursement will be limited to that for an
employee without dependents until such time as the old residence is discontinued and relocation
of residence is accomplished.

b. Reimbursable items (include but are not limited to):

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

(2) Cutting/fitting rugs, drapes, and curtains moved from one residence to

another.

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

(4) Forfeiture losses on medical dental, and food locker contracts that are not
transferable; and contracts or private institutional care, such as that provided for handicapped or
invalid dependents only, which are not transferable or refundable.

(5) Automobile registration, driver's license and use taxes imposed when
bringing automobiles into some jurisdictions, cost of reinstalling a catalytic converter upon
reentry of vehicle into the United States.

c. Items that are NOT reimbursable:

(1) Costs/expenses that exceed authorized maximums.
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(2) Costs/expenses incurred but which are disallowed elsewhere in the

regulations.

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

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

(5) Losses covered by insurance.

(6) Fines or other penalties imposed upon him/her or his/her dependents.

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

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

d. Amount Allowable:

(1) Without receipts:

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

(b) $1000 or the equivalent of 2 weeks’ basic compensation, whichever is the
lesser amount, for an employee with dependents.

(2) Maximum with receipts. If a claim is made with receipts, it must be
supported by paid bills or other acceptable evidence justifying the entire amount claimed. The
voucher (DD 1351-2) must also be signed by your supervisor in block 22. 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 will the allowable amount exceed the maximum rate of grade GS-13.

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

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

10. PCS Information - Real Estate Sale/Purchase Costs.

a. If selling a home enter 10% of the selling price and if you plan on purchasing a home,
estimate how much you plan on spending and enter 5% of the purchase cost.

b. These are just estimates and reimbursement will be based on allowable expenses as
receipted, for the purchase and/or sale of a home, not to exceed the above percentages.

c. An employee is entitled to reimbursement of certain closing costs incurred in the sale
of the residence at the old duty station; the purchase of a residence at the new duty station; or the
settlement of an unexpired lease at the old duty station (if applicable) after the transportation
agreement is signed.

d. A PCS move is authorized and the old and new duty stations are located within the
United States.

e. Title to the residence at the old and/or new duty station is in the name of the employee;
jointly in the names of the employee and one or more dependents.

f. The selling at the old duty station was the employee's actual residence at the time
he/she was officially informed of the relocation.

g. The expenses for which reimbursement is claimed were paid by the employee.

h. The residence or dwelling is the residence from which the employee regularly
commutes to and from work each day.

i. The settlement dates for the sale and purchase or lease termination transactions for
which reimbursement is requested must not be later than 2 years after the date that the employee
reported for duty at the new duty station. Upon an employee's written request, the two-year time
limitation may be extended by the Human Resources Office or Wing/Group commanding officer
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of the activity bearing the cost, or his/her designee for an additional period of time not to exceed
two years. The employee's written request should be submitted to the appropriate authority as
soon as the employee becomes aware of the need for an extension but must be before the
expiration of the two-year limitation. The general rule is that an employee may be reimbursed
for real estate expenses incurred before, and in anticipation of a transfer, if a clearly evident
administrative intent to transfer the employee exists at the time the expenses are incurred. (Legal
requirements require a copy of written intent to transfer accompany the real estate claim, in order
to authorize reimbursement). For example, placement in the priority placement program, or
employee has formally accepted the offer to transfer. The employee must have orders (DD Form
1614) prior to submitting a claim for reimbursement of authorized expenses.

J. Other General Requirements.

(1) The title to the residence at the old or new duty station, or lease with regard to
an unexpired lease, must be in the name of the employee alone, or in the joint names of the
employee and one or more dependents, or solely in the name of one or more dependents. If the
title is in the name of the employee and someone who is not his/her dependent, only a partial
reimbursement will be given. Title interest must have been acquired prior to the date the
employee was 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, generally a partial
reimbursement is made.

(2) An employee will only be reimbursed for expenses actually incurred and paid
by the employee or a dependent.

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

(1) Broker's fees or real estate agent commissions.

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

(3) Costs of searching title, preparing abstract and legal fees for a title
opinion/title insurance policy (when customarily paid by seller).

(4) Costs of preparing conveyances, other instruments/contracts.

(5) Related notary fees and recording fees.

(6) Costs of making surveys, preparing drawings or plats when required for
financing purposes.

(7) Lender required inspections.

(8) Transfer taxes.

(9) Reasonable attorney fees.

I. Allowable Expenses for Purchase of Residence. The following expenses are typically
reimbursable when reasonable in amount and customarily paid by the buyer in the locale where
the property is situated:

(1) FHA or VA fee for the loan application.

(2) Loan origination fees (generally up to 1% of loan amount).

(3) Credit report.

(4) Mortgage and transfer taxes.

(5) State revenue stamps.

(6) 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.
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(7) Expenses in connection with the construction of a residence which 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.

m. Expenses which are NOT reimbursable. Except as otherwise provided above, the
following items of expense are not reimbursable:

(1) Owner's title insurance policy, "record title" insurance policy, mortgage
insurance or insurance against loss or damage of property, and optional insurance.

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

(3) Interest on loans, points, and mortgage discounts or “rate buy downs”.

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

(5) Property taxes.

(6) Federal Express charge/delivery fees, message service.

(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) Buyers 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.

n. Sale of residence.

Official designated to approve reasonableness of charges is the order authorizing and
issuing official. The Deputy Human Resources Officer will sign the DD Form 1705 in section
IV, block A.

0. Purchase of residence.

Submit to the Human Resources Office at your NEW DUTY STATION to be forwarded
to the official designated to approve reasonableness of charges.

p. Both:

(1) Sale and purchase of residence must be approved by the NEW DUTY
STATION official.

(2) There is no entitlement in the travel regulations for reimbursement of expenses
to travel to the old duty station to finalize real estate transactions. The travel regulations also do
not authorize administrative time for this purpose.

11. PCS Information - Temporary Quarters Subsistence Expenses (TQSE).

a. TQSE is intended to provide reimbursement for expenses incurred as a result of
occupying temporary quarters while seeking a permanent residence in connection with the
employee’s transfer to a new duty station. TQSE is approved only for the time spent in
temporary quarters that is actually required and necessary. The transferee is expected to act in a
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prudent manner and not incur unnecessary and unusual expenses. TQSE for the employee and/or
each dependent is authorized under the following conditions:

(1) A written transportation agreement is signed by the employee.

(2) A PCS is authorized/approved and the new PDS is located in the US, its
territories and possessions, the Commonwealths of Puerto Rico and the Northern Mariana
Islands, or the former Canal Zone area.

(3) The old and new PDS are at least 50 miles or more apart.

b. Subsistence expense reimbursement may be paid under the Actual Expense TQSE
(AE) method. TQSE is based on the standard CONUS per diem rate. The initial authorization
will be for 60 days unless individual circumstances warrant a shorter period. If a house-hunting
trip is performed, the first 30 days of TQSE will be reduced by the number of days used for the
HHT. The first 30 days are paid at the maximum standard CONUS rate and the next 30 days are
paid at a reduced amount. Actual Expenses must be itemized daily and submitted with
reimbursement voucher. The employee and/or dependent(s) will be reimbursed for the allowable
“actual” expenses incurred not to exceed the maximum rates, provided the expenses are
reasonable and can be substantiated. Receipts for lodging and dry cleaning must be provided.
Receipts for meals of $75 or more must also be submitted. Beginning temporary quarters
occupancy for reimbursement claim purposes must be no later than 30 days after you report for
duty at the new permanent station.

(1) Extensions of TQSE Beyond the Initial Period.

(a) The order approving official may grant an extension of TQSE beyond the
initial period. The maximum number of days of TQSE authorized is 120.

(b) Extensions will be rare and may only be granted for extenuating situations
where there is a demonstrated need for additional time due to circumstances which have occurred
during the initial period of TQSE which are determined to be beyond the employee's control and
are acceptable to the CNG. Circumstances that exist at the time of transfer, such as high cost of
housing, high interest rates, or a poor housing market may not in themselves be sufficient to
warrant extending the TQSE period.

(2) Situations Where TQSE May Be Extended.

(a) The employee contracts to build a home or buy a home under construction and
the contract establishes a completion date within the initial TQSE period. If the completion date
slips due to weather, strikes, or other unforeseen circumstances beyond the employee's control
the TQSE period may be extended. TQSE may not be extended if the delay is caused by buyer
changes to the specifications.

(b) The employee applies for a mortgage to purchase a home and has sufficient
time remaining on the initial TQSE period to allow for normal loan processing. If the mortgage
company delays settlement beyond the normal processing time, the TQSE period may be
extended. Normal processing time is 30 days. However, if the employee is informed by the
mortgage company that an excessive processing period is required because of the special type of
mortgage applied for, this is not considered to be "circumstances occurring during the initial
TQSE period” and an extension shall not be granted.

(c) The shipment and/or delivery of household goods to the new residence is
delayed due to extended transit time upon return from overseas, strikes, weather, etc. Employees
are expected to make arrangements for delivery of their household goods in sufficient time to
have them delivered within the initial period.

(d) Sudden illness, injury, or death of employee or immediate family member.
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(e) Lack of suitable housing at the new duty station (the employee must show that
quarters are not available to either purchase or rent). High cost of housing and personal
preferences that are not justified, such as minimum square footage or a garage, may not be used
to support an extension request.

(3) Examples Where TQSE May Not Be Extended.

(a) Failure to sell home at the old duty station, regardless of the market
conditions.

(b) The employee is having a home built with the completion date, as specified in

the contract, beyond the initial TQSE period.

(c) The employee elects to leave the household goods in the former residence to
increase the likelihood of sale or the employee does not make arrangement for the delivery of
household goods for temporary storage. This is a personal choice and is not beyond the
employee's control.

(d) The employee elects to rent a home for a year while looking for a home to
purchase. Quarters rented on a 1-year lease are considered to be permanent. Whenever an
employee rents temporary quarters on other than a month-to-month basis, the employee must be
prepared to demonstrate that the intent is to occupy those quarters temporarily.

(e) The employee purchases a house with a contractual agreement that occupancy
will not occur upon settlement. The employee delays settlement to allow time for the occupants
to vacate the property, or delays occupancy to complete repairs, paint, etc. These are done for
personal reasons and are not considered to be beyond the employee's control.

(F) The employee does not actively seek a permanent residence during the initial
TQSE period.

(9) The employee took a house-hunting trip but did not purchase or lease
permanent quarters.

(4) Required Documentation. To clearly demonstrate the need for a TQSE
extension the employee must submit the following information and documentation:

(a) Date the employee reported for duty at the new permanent duty station.

(b) Date employee began TQSE.

(c) Date employee's dependents began occupying temporary quarters.

(d) Number of days initially authorized for TQSE.

(e) Number of days taken for a house-hunting trip, if any.

() Anticipated date of occupancy of permanent quarters.

(g) Number of day’s extension requested.

(h) Copy of the contract to purchase or lease permanent quarters showing closing
or occupancy date.

(i) If request is based on delay in delivery of household goods, a statement from
the traffic management office showing when household goods were picked up and anticipated
date of receipt. This should include a statement explaining the delay in delivering from
temporary storage, if applicable.

(j) If request is based on delay in the processing mortgage application, a statement
from the mortgage company showing when the employee applied for the mortgage, the normal
processing time, and the reason for the delay, is required.

(K) Other supporting documentation as necessary.
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12. PCS Information — Advances.
It is the agency policy that a travel advance is not obtained.

13. PCS Information - The Tax Impact.

a. When an employee performs a permanent change of station (PCS) with the
government, the majority of his/her entitlements are considered taxable by the Internal Revenue
Service (IRS). Per the "Revenue Reconciliation Act of 1993," the taxable reimbursements
include:

(1) En route travel for meals only
(2) All HHT expenses
(3) All TQSE reimbursements
(4) All Real Estate expenses
(5) HHG storage after 1st 30 days, and
(6) Miscellaneous Expense allowance.
b. Non-taxable reimbursements include:
(1) HHG shipment
(2) HHG storage (first 30 days only)
(3) Lodging and mileage for en route travel

c. These items are taxable to you in the calendar year in which you are issued
reimbursement, not necessarily the year the expense is incurred. For example, a Real Estate
closing December 27, 1995, with a reimbursement check issued January 27, 1996; this expense
would be taxable in 1996. In addition, if a reimbursement check is issued December 27, 1995,
but not received by the employee until January 1996, this expense would be taxable in 1995.

d. For the above taxable and non-taxable items, a PCS W-2 is issued by the paying travel
office by January 31 of the year following the year of reimbursement. Please note that this is a
separate W-2 from the one issued by the Payroll Office for your salary.

e. For the above taxable reimbursements, the PCS paying office is required to deduct the
following taxes:

(1) Federal Withholding Tax (FWT) - determined by WTA percentage elected.

(2) MEDICARE - percent for Federal Employees' Retirement System (FERS) and
Civil Service Retirement System (CSRS) employees.

(3) FICA - percent for FERS employees only.

f. The travel regulations provide for the payment of a relocation income tax (RIT)
allowance, to reimburse eligible employees for substantially all of the additional Federal, State,
and Local income taxes incurred as a result of the above additional income. See paragraph 14
for an explanation of the RIT allowance and the Withholding Tax Allowance (WTA), which is
an advance of the RIT allowance.

14. PCS Information - Withholding Tax Allowance (WTA)

a. WTA is an allowance that is offered to employees, and if elected, it is computed and
paid on each claim that has taxable entitlements (and is itself a taxable entitlement). It is treated
as an advance against the RIT allowance (explained on the following page), and is subtracted
from any RIT allowance computed in the following year. If WTA is elected (and WTA
entitlement is issued), it becomes mandatory to file a RIT allowance within 120 days of the
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following calendar year. If the employee declines to have WTA paid on each claim, the entire
tax entitlement will be paid in one lump sum on the RIT allowance voucher.

b .WTA may be elected and computed at a percentage rate IAW IRS regulations. Rate
selection should be made by the employee based on the following: a) If you anticipate your
federal tax withholding rate to be 28 percent or greater, you may want to elect WTA at 38.8889
percent. b) If you expect your federal tax withholding rate to be less than 28 percent, you may
want to elect WTA at 17.6471 percent to avoid possible overpayment of WTA. When a RIT
allowance voucher is filed the following calendar year, the entire amount of any excess WTA
will have to be repaid.

15. PCS Information — Relocation Income Tax (RIT) Allowance.

The payment is to reimburse eligible transferred employees for substantially all of the
additional Federal, State, and local income taxes incurred by an employee, or by an employee
and spouse if a joint tax return is filed, as a result of reimbursement or payment of certain travel
and transportation expenses and relocation allowances that are not excludible from gross income
for Federal income tax purposes. The RIT allowance does not include reimbursement for
employment for employment type taxes (e.g. FICA and FUTA taxes).

16. PCS Information — Absences in Connection with Travel.

Employees with permanent change of duty station (PCS) orders may be granted excused
absence to make personal arrangements and transact personal business directly related to the
permanent change in duty station, provided that such business or arrangements cannot be
transacted outside regular working hours. This includes such things as closing and opening
personal bank accounts, or obtaining a driver’s license and auto tags. This provision does not
cover time involved in complying with PCS requirements such as obtaining passport and
vaccinations, adhering to government housing authority requirements, or being present for
packing and receiving of household goods. Such tasks required by the PCS are considered to be
official duties. For an assignment to or return from overseas employment, official duties further
include time spent to deliver or reclaim privately owned vehicle (POV) to or from the port
facility, obtain required physical examination, vaccination and inoculation, or passport, or to
comply with other special requirements imposed because of the overseas assignment, including
absence to obtain travel orders. An employee required to report to another activity to comply
with overseas processing requirements is not charged leave for any absence necessary to make
the trip. Excused absence or official duty time only applies to the employee for whom PCS
orders have been authorized and not to any civilian employees who may be listed on the orders
as dependents.

17. PCS Information — Travel Time.

a. The employee is required to travel on the Gaining Activities time as the gaining
activity is funding the move (by traveling on their time, the gaining activity can control leave en
route). In a PPP/RIF situation, where the losing activity is paying for the PCS, the employee
travels on the losing activities time.

b. When extensive permanent change of duty travel outside of regularly scheduled hours

of duty is required, employees are authorized to be absent from work without charge to leave or
loss of pay for a reasonable time to recuperate from fatigue or loss of sleep. In determining
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“reasonable time” the supervisor considers the adverse effect on work performance, health, or
well-being, and any safety hazard which might result from working while fatigued. Normally,
this should not exceed 4 hours. When the total elapsed travel time exceeds 20 consecutive hours,
as in the case of travel between the continental United States and either Pacific or European
bases, up to 8 hours of duty time may be excused for recuperation.

c. When a privately owned conveyance is authorized or approved for permanent duty
travel, except for renewal agreement travel, travel time for salary payment purposes is computed
on the basis of 350 miles a calendar day. Any time in excess of the computed number of days
which falls within the employee’s regularly scheduled basic workweek is charged to leave. No
charge is made to leave if an employee arrives at the new duty station before the reporting date,
computed on the basis of 350 miles of travel a calendar day. If the excess is 51 miles or more
after dividing the total number of miles by 350, one additional day of travel time is allowed.

d. When privately owned conveyance is authorized or approved as being advantageous to
the government for temporary duty travel, the employee is considered in travel status, without
charge to leave, during the actual time required for official travel. In computing the actual time
required, any excess time required because of a delay en route or circuitous routing specifically
determined to be for the employee’s convenience is deducted from the total elapsed time and the
employee is required to take leave.

18. Use of Government Issued Travel Credit Card.

a. The Government issued travel credit card is not to be used for PCS expenses.
Employees may contact the local Finance Office to arrange for a travel advance to cover PCS
expenses.

19. Reimbursement of PCS Expenses.

a. To be reimbursed for expenses incurred for PCS, the employee will complete a DD
Form 1351-2, Travel Voucher or Subvoucher, with all receipts attached. If claiming TQSE
attach Daily Itemization of TQSE Expenses; if claiming Real Estate Expenses attach DD Form
1705; Reimbursement for Real Estate Sale and/or Purchase Closing Cost Expenses. Army
National Guard claims will be submitted to the Human Resources Office, ATTN: Order
Authorizing Official, Box 37, P.O. Box 269101, 9800 Goethe Rd., Sacramento, CA 95826-9101.
Contact the wing finance office for instructions on expense reimbursement for Air National
Guard claims.

20. Point of Contact.

a. Point of Contact for PCS questions will be for Army National Guard: the Human
Resources Office 9800 Goethe Rd., Sacramento, CA 95826 Commercial (916) 854-3350, DSN
466-3350 or CAGNET 63350, for Air National Guard contact the wing personnel/finance office.
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