  Transfer Allowances and Relocation Information


Employees are advised that reimbursement for relocation expenses are governed by the Federal Travel Regulations (FTR) Section 302; Department Regulation (DR) 2300-002; the relocation services Federal supply schedule contract and the decisions of the Comptroller General of the United States and GSA at www.gsbca.gsa.gov. It is impossible to include all information that may apply to a transfer in one brochure, so it is critical for a successful move that you contact your new administrative office before you incur any expenses.


The following information and rules about transfer ALLOWANCES apply to you as a Natural Resources Conservation Service (NRCS) employee transferring to a new duty station.


These rules are based on the requirements of the FTR. They do not apply to NRCS employees transferred to and from foreign posts of duty. Rules in the Foreign Service Act of 1980 will be used in those cases.


It is not likely that all of the allowances explained in the following sections will apply to your transfer. Certain expenses must be specifically authorized in advance for you to be reimbursed later. The person who issues your travel authorization (Form AD-202R) and your new supervisor will work with you to determine which expenses are needed. Both you and your family's welfare and NRCS interests will be equally considered. Your travel authorization will be issued based on these needs and the information you furnish to NRCS on the enclosed Transfer Questionnaire.

Employees have only one year from your enter on duty date (EOD) to complete all aspects of the relocation.  The possibility to extend for one additional year may be granted by your administrative office under limited circumstances.
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I. Transfer Allowance & Service Agreement


Before any expenses for your transfer can be authorized, you must agree in writing to remain in the service of the Federal government for 12 consecutive months following the effective date of your transfer. A copy of the required agreement form is enclosed. Read the form carefully. Then sign, date, and return the form to the administrative office that sent it to you. Retain a copy of the form for your records. 

II. Advance House Hunting Trip


NRCS policy prohibits advance house hunting trips.
III. Travel Expenses En Route to Your New Duty Station


You and members of your immediate family may travel by personal vehicle or common carrier. If travel is by personal vehicle, the mileage reimbursement rate is the same as the moving expense mileage rate established by the Internal Revenue Service (IRS) for moving expense deductions. See IRS guidance available on the Internet at www.irs.gov. GSA publishes the rate for mileage reimbursement in an FTR Bulletin on an intermittent basis. You may find the FTR Bulletins at www.gsa.gov/relo. 


Reimbursement for the use of more than one personal vehicle is not allowed except under certain conditions. These conditions must be fully explained in your Transfer Questionnaire (FNM- 38C) and then on your expense voucher. The allowable conditions are:

· If there are more members of your family than can reasonably be transported, together with luggage, in one personal vehicle. 

· If, because of age or physical condition of a family member, special accommodations are necessary for travel of that member of your family in one personal vehicle and a second personal vehicle is required for travel of other members of your family. 

· If you must report to your new duty station before travel is underway by members of your family who may delay their travel for acceptable reasons; for example, completion of a school term, sale of property, settlement of personal business affairs, disposal or shipment of your household goods and personal effects, or unavailability of any housing at your new duty station. 

· If a member of your family must travel separately and between different points other than for your own authorized travel. For example, a student away at college. 

· If, before your official reporting date, your family members must travel to the new duty station for acceptable reasons, such as to enroll children in school at the beginning of the school term. 

Final En route Travel


Daily per diem expenses for you, your spouse, and for other members of your family final en route travel will be allowed as shown below. However, NRCS cannot pay per diem for members of your family if you are newly appointed to Federal service or you are in training under the Government Employees Training Act. Taxes for lodging are to be claimed as miscellaneous expense. Meals and incidental expenses (M&IE) include laundry, cleaning, tips, etc.  For transfers of 250 miles or less, only POV will be authorized unless there are reasons that are acceptable to NRCS (eg., traveler is physically impaired, does not own or lease a POV, has only one POV that is used for family transportation, or the POV is not roadworthy for such a trip).
For Transfer Within the 48 States 


Your per diem for en route relocation travel between your old and new official stations will be at the standard CONUS rate in effect at the time of your transfer (see applicable FTR Per Diem Bulletins available on the Internet at http://www.gsa.gov/perdiem) .  If your spouse travels with you: 75% of the CONUS rate. If your spouse travels alone, the daily per diem rate is the same as for you. For your children 12 years or older, the per diem rate is 75% of the CONUS rate. For your children under 12 years of age, their rate is 50% of the CONUS rate. 75% of the M&IE rate applies for partial travel days on the first and last day of travel. Receipts are required for lodging.


You must travel an average of 300 miles each day. An exception to this rule may be made when your travel is delayed or interrupted for reasons clearly beyond your control, such as acts of God, restrictions by government authorities, road detours, you are physically handicapped or a family member becomes ill. In such cases per diem may be allowed for the period of the delay or for a shorter but more reasonable period as determined by NRCS officials. You must provide a statement on your expense voucher fully explaining the reasons which made your delay necessary. Daily per diem expenses are not allowed for final transfer travel en route of 12 hours or less in a calendar day. For travel of more than 12 hours in a calendar day each member of your family uses a fraction of your M&IE rate. Apply the fractions shown above in these cases.

For Transfer Outside the 48 United States


The maximum relocation per diem will be stated in your travel authorization, this rate is determined by the locale involved (i.e., Hawaii, Alaska, Puerto Rico, etc.,) from civilian personnel per diem bulletins or travel regulations (government civilians, foreign areas). Your claim is computed using the lodging-plus per diem system as stated above for transfers within CONUS.


The percentage of per diem for your spouse and children are the same as for the U.S. If your spouse accompanies you, your spouse is authorized 75% of your rate. If your spouse travels alone, the daily per diem rate is the same as for you. For other member of your family — 75% of the daily per diem rate you receive is available for each member age 12 or older, and 50% of the daily rate you receive for children under 12 years of age.


The term "family" or "family member" means any of the following persons who are members of your household at the time you report for duty at your new duty station:

· Your spouse or same sex domestic partner
· Your children or your spouse's children who are unmarried and under 21 years of age or who, regardless of age, are physically or mentally incapable of self-support. The term "children" includes natural offspring, stepchildren, adopted children, grandchildren, legal minor wards, or other dependent children who are under you or your spouse's legal guardianship, and a child born after your effective date of transfer when the travel of your expectant spouse to the new duty station is delayed because of advanced stages of pregnancy, or other reasons acceptable to your new NRCS administrative officer. 

· Dependent parents (including step- and legally adoptive parents) of you or your spouse, and dependent brothers and sisters (including step and legally adopted brothers and sisters) of you or your spouse who are unmarried and under 21 years of age or who, regardless of age, are physically or mentally incapable of self-support. If your immediate family includes parents, brothers, or sisters, contact your new administrative officer to obtain dependent status criteria before incurring any expenses. 

IV. Transportation of Your Household Goods


Your household goods and personal effects will be moved by either the "actual expense method" or by a Transportation Management Center (TMC) Commercial Bill of Lading (CBL) issued by your new administrative office. Both methods are described below. The net weight of your household goods and personal effects which can be transported at NRCS expense cannot exceed 18,000 pounds.  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.  You will be responsible for reimbursing the government for all costs incurred if the shipment is overweight.

Under the TMC (CBL), NRCS assumes responsibility through the use of the TMC. The TMC will negotiate and award your contract to a mover, filing any loss and damage claims that may be necessary and auditing the transportation invoice. You receive no money for transporting your household goods and personal effects because NRCS pays the transportation invoice directly to the TMC. Reimbursement is limited to cost of shipping 20,000 lbs. gross, any excess cost will be paid by NRCS directly to the TMC and then collected directly from you. You must pay the excess costs back to NRCS by check in a lump sum. Payroll deduction in installment payments for this type of debt cannot be accepted nor can an advance of funds be applied for these excess cost on your part.


If you choose, to independently move (actual expense) all or part of your household goods yourself by some other means, payment to you will be limited to the actual expense. The rental fee of a U-haul truck is an example of this. If you choose to use a rental truck, trailer, or private conveyance, payment will by limited to your own actual costs (e.g., truck rental, material handling equipment, packaging materials, gasoline, tools, charges, etc.) not to exceed the amount established by the CBL contract that limits NRCS' costs. Your own labor or the labor of other family members is not payable. You may also choose to move your household goods and personal effects by using any regular mover you select. You must get an original receipt from your mover showing that you made payment and this will support your expense claim, or you may transport your own property in a personally owned or rented vehicle, truck, or hauling trailer. In either case, a weight certificate is required.


Household goods mean all personal property associated with your home and all personal effects belonging to you and your family when shipment or storage begins. The goods must be legally acceptable and transportable as household goods by a licensed mover (see note below). Snowmobiles and vehicles with two or three wheels, e.g., motorcycles, mopeds, lawn tractors and golf carts, may be shipped as household goods. The items that NRCS cannot pay for as household goods are:

· Automobiles, trucks, vans, and similar motor vehicles; airplanes; mobile homes; camper trailers; and farming vehicles. 

· Live animals, birds, fowls, reptiles. 

· Cordwood and building materials (i.e., cinder blocks used for bookshelves). 

· Property for resale, disposal, or commercial use rather than for use by you or your family as part of your home. 

NOTE: Generally movers' tariffs prohibit household goods movers from accepting the articles listed below for shipment. Contact your mover directly if problems arise concerning shipment of:

· Property liable to impregnate or otherwise damage equipment or other property (e.g., hazardous articles including explosives, flammable and corrosive materials, poisons, etc.). 

· Articles which cannot be taken from your home without damage to the article or to your home. 

· Perishable articles including frozen foods, articles requiring refrigeration, or perishable plants, unless — shipment is not to be transported more than 150 miles and/or delivery accomplished within 24 hours from the time of loading. No storage of your shipment is required; and no preliminary or en route servicing or watering or other preservative method is required of the mover. 

· Items which are irreplaceable or are of extreme monetary value or personal sentiment are not provided special security even though extra-value insurance may be purchased. You and your family are advised to personally transport these type items. 

· Professional books, papers, and equipment may be separately transported or shipped to your new duty station as an administrative expense by NRCS if the weight of these items would cause your own household duty station if the weight of these items would cause your own household goods shipment to go over the 18,000 lb. weight limit. For this purpose, the term "professional books, papers, and equipment" includes those professional or specialized items and other materials which you personally own for use in the performance of NRCS duties. The term does not include sports equipment or office, household, or shop fixtures and furniture; e.g., bookcases, file cabinets, desks, and racks of any kind even though you used them in connection with your professional books, papers, and equipment. 

The transportation of professional books, papers, and equipment as a separate NRCS administrative expense (not part of your household goods) is subject to the following restrictions:

· You must furnish an itemized inventory of these items for review by your administrative officer at your new duty station. You must also furnish appropriate evidence (as determined by your administrative officer) that transporting these items with your household goods would result in exceeding your 18,000 lb. weight limit. 

· Your administrative officer must certify for NRCS that your professional items are necessary to do your new job at your new duty station and that, if your items are not transported to your new duty station, NRCS would have to buy, these identical items new for you to do your new job. 

· When professional items are certified as above, and then separately shipped by NRCS for you as an administrative expense, the shipment will be by the TMC (CBL). If your household goods and other effects are also shipped under the actual expense method, and your itemized professional items are shipped in the same lot, the professional books, papers, and equipment must be packed and weighed separately; the weight of these items and the NRCS fund chargeable must be stated separately on the CBL. In unusual instances in which it is impractical or impossible to obtain separate weights, a constructive weight of 7 pounds per cubic foot may be used. 

V. Temporary Storage of Your Household Goods


In addition to expenses for transportation of your household goods and personal effects, you are also entitled to temporary storage of those same goods. NRCS will pay the mover or the storage company directly for these services. Time allowable for temporary storage is limited to 60 days. However, you may request additional time, up to a maximum of 90 days, and you must make such a request prior to the expiration of the original 60 days.  Under no circumstances will storage exceed a total of 150 days.  This is up to your NRCS administrative office under certain conditions. The additional 90 day storage time may include but is not limited to the following reasons:

· Strikes, acts of God, or other circumstances beyond your control. 

· Suitable family housing is not available at your new duty station. 

· Completion of a new residence under construction (by contract). 

· Interruption of your move by long-term temporary duty or long-term training assignment that is directed by NRCS. 


If you need to store your goods any place other than near your old duty station or your new duty station, contact the administrative officer.


Extra expenses caused by the temporary storage of your household goods and personal effects may be considered as part of the actual cost of storage. These extra expenses can include packing necessitated by the storage, transporting from your home into storage, transporting from storage into your home, unpacking at your new home, or other expenses that would not have occurred if your goods had not been moved and then stored in the first place.


If you rent a van to store your goods temporarily instead of storing your goods in a warehouse, you can be reimbursed for expenses incurred, up to the maximum authorized for storage in the rate schedule. You must present with your claim for this type storage, a receipt copy of a bill showing the storage dates, location, and actual weight of the goods stored in the rental van.

VI. Temporary Quarters (Lodging and Meals)


Your administrative officer will make a determination on temporary quarters for you and your family and will establish the number of days needed. Temporary quarters are not a statutory or automatic right because you are being transferred.


You may be provided up to a maximum of 60 consecutive days by your administrative officer (30 days with commercial relocation services) for yourself together with each member of your family. The period of consecutive days may be interrupted for your allowed travel time between your old and new duty stations, and for any temporary duty assignments (i.e., assignments that require you to travel).

A second period of up to 60 calendar days (approved in increments of 30 days) can be considered by the FMD Division Director at National Headquarters (NRCS GM Title 130, Part 400, Subpart B Item 28) with the approval of your state conservationist when there are compelling reasons for you to continue in temporary quarters. Economic conditions associated with residence transactions do not qualify you for additional days of temporary quarters and your administrative officer or state conservationist cannot consider additional days for this reason. Temporary quarters may be extended only in situations where there is a demonstrated need. Such circumstances include acts of God, death of a family member or incapacitating illness to yourself.


The normal length of time for temporary quarters is expected to average much less than the maximum limits. Temporary quarters should be regarded as an expedient to be used only as necessary until you and your family can move into permanent quarters. Your administrative officer is authorized to approve temporary quarters increments of up to 30 days and is expected to keep these costs to a minimum.


The location of the temporary quarters must be within reasonable proximity of your old or new duty station but cannot be at your old or new residence. Payment of expenses for temporary quarters in other locations is not allowed unless justified by circumstances unique to you or your family and are directly related to your transfer. Of course, temporary quarters cannot be approved for reasons unrelated to your transfer.


Subsistence expenses (lodging, meals, etc.) while in temporary quarters may begin as soon as your travel authorization is issued, if it authorizes temporary quarters. However, you must begin to use temporary quarters not later than 1 year from the date you reported for work at your new duty station or no later than 30 days from the date your family vacates your home at your old duty station.


When computing the length of time (days) allowed for temporary quarters at NRCS expense, the time begins for you and all members of your family when either of you begins use of such quarters for which you claim expenses. The time period (days) run concurrently for you and all members of your family. You may occupy temporary quarters at one location while members of your family occupy quarters at another location. (See limitations above.) Temporary quarters end when you or any member of your family occupies permanent quarters.


You or members of your family are not eligible for temporary quarters when the distance between your new official duty station and your old official duty station is not at least 50 miles (FTR 302-6.4(b)) or more apart (as measured by map distance) via a usually traveled surface route.


Temporary quarters cannot be authorized for new Federal appointees, or employees assigned under the Government Employees Training Act.


Reimbursement of local transportation is prohibited while in temporary quarters (FTR 302-6.18)

Temporary Quarters Options


Payment of TQSE when authorized can be either Fixed Rate Method or the Actual Expense Method. You must elect your option in writing 
Fixed Rate Method (FRM)


You can be paid a fixed amount for up to 30 days. You will receive an advance of funds for the number of days authorized for you and your family.  You must sign the certification statement on your service agreement that you will incur expenses should you elect this option.  No extensions are allowed under the FRM. The number of days approved under this method will be determined by your administrative officer. You will be given a predetermined amount based on the locality per diem rate for the new duty station and the number of days approved by administrative officer (.75 times the maximum locality per diem rate for yourself and .25 for each member of the family) . No receipts for lodging or itemization of meals is required, however; that does not preclude NRCS from requiring proof that you actually occupied TQ, even if it was not for the full length of time authorized.  In absence of sufficient proof of TQSE, NRCS may demand repayment of the TQSE lump sum.

Actual Expenses Method


Payment of Actual expense can be only for your actual cost and they must be reasonable as to amount. Allowable daily expenses include meals (including groceries consumed during occupancy of temporary quarters), lodging, fees and tips incident to meals, laundry, and necessary cleaning and pressing of clothing. Expenses for local transportation are not allowed.


Your actual daily costs are itemized (meals, lodging, etc.) on Form AD-569, Expense Record for Temporary Quarters. Receipts are required for daily lodging and laundry and cleaning costs (except when coin-operated facilities are used). The amount that you can be paid for your expenses is your actual daily costs for a 30-day period not to exceed the maximum daily amount shown below, multiplied by 30. If your actual daily costs exceed the maximum allowable you will be reimbursed the maximum, unless your actual costs are determined by your administrative officer to be excessive or unreasonable for your situation and locale. In these cases your payment will be reduced below the maximum and to a reasonable amount by your administrative officer. If you use less days than actually authorized,' the maximum allowable amount reimbursed will be based on the number of days used, multiplied by a daily rate. The maximum daily rate used for these computations shall be the maximum rate shown below. If your actual daily costs are less than the maximum rates shown, you will be reimbursed your actual costs for the days involved.


For temporary quarters in the 48 States, the daily rate is the Standard CONUS rate.
Maximum actual subsistence allowances are for the first 30 days are:
· For you or your spouse alone 100% of the Standard CONUS rate;

· For your spouse when with you, and for each other member of your family who is 12 years or older, the daily rate is .75 the Standard CONUS rate. 

· For each member of your family who is under 12 years of age, the daily rate is .50 Standard CONUS rate.

During the second 30 days, the daily rates for you and each member of your family are:

· For you or your spouse alone, the daily rate is .75 of the Standard CONUS rate. 

· For your spouse when with you, and for each other family member 12 years of age or older, the daily rate is .50 of the Standard CONUS rate.
· For each family member under 12 years of age, the daily rate is .40 of the Standard CONUS rate. 


If an extension of time for temporary quarters is approved by the Financial Management Division beyond the first 60 days, the additional days are at the same rate as for second 30-days shown above.

VII. Miscellaneous Expenses


A miscellaneous expense allowance is to defray various costs associated with discontinuing your home at your old location and establishing a new home at your new location. The amount allowed is related to expenses that are common to living quarters, furnishings, household appliances, and to other general types of costs inherent in moving from one home to another.


The following basic miscellaneous expense may be claimed by you on your travel voucher and paid by NRCS without being itemized or having receipts for every expense:

· $650 or one week's gross salary at the time you report to duty, whichever is less, for an employee without family dependents. 

· $1300 or two week's gross salary at the time you report to duty, whichever is less, for an employee with family dependents. 


However, the miscellaneous expense allowance is not paid automatically. You must be able to show some item of expense no matter how small to qualify.


If your actual miscellaneous costs exceed the amounts shown above, you may claim them on an actual cost basis instead. The actual miscellaneous expenses that you wish to be paid must be from circumstances, factors, or actions caused by your transfer. However, the aggregate amount cannot exceed your two-week basic pay at the time you report to duty. In no instance can the miscellaneous expense amount exceed the maximum rate of grade GS-13. Each amount claimed must be supported by either a paid bill or some other acceptable evidence that you incurred the expense.


The miscellaneous expense allowance does not apply if you are a new federal appointee or are assigned under the Government Employees Training Act.

VIII.   Travel Advances (Funds)


Employees will be advanced funds by their Administrative Office.  Employees with Government-issued travel credit cards can use the card for relocation travel. Employees should use the government issued credit card whenever and wherever possible to obtain airline and other common carrier transportation services, lodging, restaurant, gasoline and other expenses incurred incident to relocation travel.


It is the employee’s responsibility to insure their U.S. Bank Government-issued travel credit card is activated.  Employees are to carry their card and PIN number with them at all times during their relocation en-route travel.  


Your travel credit card account is to be paid in full each month regardless of any pending reimbursement from the Government.  By promptly preparing your relocation travel vouchers, you should receive reimbursement from the National Finance Center prior to the credit card’s payment due date.  


Please contact your State Office prior to en route travel to have the proper amount of funds advanced to you and to have the option set changed to “Foreign Travel and Temporary Quarters” to allow your current card limit to be temporarily raised to sufficiently cover costs not advanced.  Employees can have higher credit limits established when the relocation is authorized and then returned to normal travel limits ($2,500) when relocation is complete.

IX. Reimbursement Procedures (Expense Vouchers)


You will need to submit expense vouchers every month (30 days). This is required if you have any outstanding advance of funds. You will be paid for your expenses on Form AD-616R, Travel Voucher (Relocation). The name of your spouse, the names and ages of all your children and the names and relationship of your other family members must be shown on the voucher if payment is claimed for their expenses. If any of your children are 12 or over but under 21, show on your voucher whether they are married or single. If any other children are over 21, you must explain their dependency to you on your expense voucher.


Your travel voucher must be supported with proper itemized receipts. When a commercial mover is not used (i.e., you move yourself) under the actual method, you must give complete details as to the means you used to transport your goods showing the name of the person transporting the goods, ownership of the vehicle used, kind of vehicle used and any other services furnished. Be sure to obtain a proper (certified) weight certificate (generally from a commercial scale) showing gross, tare and net weight of the household goods transported. Otherwise, payment may not be allowed.


When a house trailer or boat allowance is claimed, no expenses are allowed for transportation of your household goods and personal effects.

Commercial Relocation Services Available

Commercial relocation services (RSC) include assistance in locating and buying homes, mortgage finding assistance, and the purchase of your home by a contractor. You may transfer using all of these contractor services or choose to select only those services you need, at no cost to you. If you select the Home Purchase Service, the other services will also be provided by the commercial relocation services contractor if you desire.


Indicate on the enclosed Transfer Questionnaire (FNM-38D) whether or not you want NRCS to provide commercial relocation services to you. If you decide to use relocation services to purchase your home, you may delay initiation of relocation services for up to six months with written justification acceptable to your new administrative officer (i.e., your spouse is under contract to teach school). If you decide not to use relocation services you cannot be provided these services for this same move at a later date.


The following NRCS employees are not eligible for commercial relocation services by a contractor:

· New Federal appointees, including new appointees to shortage category positions and persons from the private sector appointed to Senior Executive Service positions, and presidential appointees. 

· NRCS employees assigned under the Government Employees Training Act. 

· NRCS employees assigned or transferred to or from a post of duty in a foreign area. 


Certain homes do not qualify for commercial relocation services. They are homes that are not insurable, homes that contain urea formaldehyde foam insulation, mobile homes, houseboats and cooperatives.


Employees who accept commercial relocation services (Home Purchase) are limited to a maximum of 30 days temporary quarters for themselves and their families.

Services Available

Home Purchase Service


A commercial relocation company will make an offer to purchase your residence for its appraised market value as determined by independent market appraisals. You must independently market your home (with a RSC broker or your independent broker). You may decline the relocation company's offer and be paid for the subsequent sale expenses of your home under regular direct real estate transaction rules (see section X). However, you will not be paid for any duplicate charges (i.e., inspection fees, appraisal fees, etc.) that NRCS already paid to the commercial relocation company so that they could make their offer to you that you declined.

Home Finding Assistance


The commercial relocation company will provide you and your family individual counseling services to familiarize you with the real estate market (including rental properties), schools, taxes, commuting life, etc. at your new duty station.

Home Marketing Assistance


The commercial relocation company will aid you in selecting a real estate broker, establishing a realistic listing price and marketing strategy for your home, and coordinating your marketing efforts with the company's home purchase service.

Mortgage Finding Assistance


The commercial relocation company will provide information on the types and availability of mortgage financing and your qualification requirements for the type of home you are seeking at your new duty station.


If you or a member of your immediate family do not hold full title to your property, the fee charged by the relocation company will be prorated based on the your actual title interest plus your equitable title interest in the residence. NRCS will pay only the portion attributable to you and your family. You must also pay a prorated portion of the fee for any part of your home that is used as income-producing property. Any part of the fee under these rules which must be paid by a non NRCS employee will be deducted from that person's equity at settlement, or must be paid by you at settlement to provide clear title to the property you are selling.


Your increased income taxes that result from the transfer expenses that NRCS pay directly to you will be reimbursed to you by NRCS in accordance with the FTR, Part 302-17. Payment made for a fee by NRCS to a commercial relocation company which purchases your home is not considered income to you, so no income tax liability will result to you for this type transaction. However, you are responsible for your own taxes on any capital gain resulting from the sale of your home.

X. Real Estate Transactions and Unexpired Rental Leases 

You may be paid for certain expenses required when you sell your home yourself at your old duty station, the purchase (including construction) of a home at your new duty station, or the settlement of an unexpired lease. You must have purchased your home at your old duty station before you were first notified by NRCS of your transfer, and at that time you must have been living in the house.


To be paid for your own real estate expenses, the title to the home at your old duty station or the new home at the new duty station, or your interest in a cooperatively-owned residence or in an unexpired lease, must be in your name, in your name with one or more members of your immediate family, or in the name of one or more members of your own immediate family. If the residence is a duplex or other type of multiple occupancy dwelling which you only partially occupy, or if you share responsibility for a leased property (such as a shared apartment arrangement), you will be paid on a pro-rata basis. You will also be limited to pro-rata payment if you sell or buy land in excess of that which reasonably relates to the operation of your home. Your administrative officer will determine what is reasonable.


The settlement dates for the sale and purchase or lease termination transactions by you may not occur later than 2 years after the date you reported for duty at your new duty station. Upon your written justification, the 2-year time limitation for completion of your sale and purchase or lease termination transactions may be considered for extension by your new administrative officer for an additional period of time up to 2 years. Your justification for a time extension must be received by your administrative officer during the initial 2-year time period. However, in no case can your request be considered or approved later than 30 calendar days after the expiration of your initial 2-year time period. Approval of this additional period of time will be based on a determination that extenuating circumstances prevented you from completing your sale and purchase or lease termination transactions during your initial time period and that your extenuating circumstances are directly related to your transfer.


These expenses do not apply if you are a new Federal appointee or an employee assigned under the Government Employees Training Act.

Example Expenses Payable by NRCS

· Broker's fee and real estate commission: A customary broker's fee or real estate commission paid by you for services in selling your home will be paid. 

· Other advertising and selling expenses: Costs of newspaper, bulletin board, multiple-listing services, or other advertising of your residence for sale at your old duty station will be paid if you have not already paid for these services in the form of a broker's fee or real estate agent's commission. Customary costs of appraisal also may be paid. 

· Legal and related costs: To the extent these costs have not been claimed under other categories, the following expenses are payable if they are customarily paid by a seller of a residence at your old duty station or customarily paid by the purchaser of a residence at your new official station (1) Costs of searching title, preparing abstract, and legal fees for a title opinion or (2) where customarily furnished by the seller, the cost of a title insurance policy; costs of preparing conveyances, other instruments, and contracts; notary fees and recording fees; costs of making surveys, preparing drawings or plats when required for legal or financing purposes; and similar expenses. Costs of litigation are not payable. 

· Other Expenses Payable by NRCS: The expenses listed below are payable in connection with your sale and/or purchase of a home, provided they are customarily paid by a seller or by a purchaser of a residence and to the extent that they do not exceed amounts customarily paid in the locality of your home transaction(s). 

· FHA or VA fee for the loan application. 

· Loan origination fee. 

· Customary cost for an appraisal. 

· Cost of newspaper, bulletin board, multiple-listing services, and other advertising for sale of the residence at the old official station, not included in the broker's fee or real estate agent's commission. 

· Cost of preparing credit reports. 

· Mortgage and transfer taxes. 

· State revenue stamps. 

· Other fees and charges similar in nature to those listed above, unless they are specifically prohibited by FTR rules. 

· Charges for prepayment of a mortgage or other security instrument in connection with the sale of your home at your old official station to the extent that the terms in these instruments provide. This type prepayment charge is also reimbursable when the mortgage or other security instrument does not specifically provide for prepayment, provided this penalty is customarily charged by the lender; but in that case, it cannot exceed 3 months' interest on the loan balance. 

· Mortgage title insurance policy paid by you for the protection of the lender and is required by the lender in order for you to settle the transaction. 

· Owner's title insurance policy that is inseparable from the cost of other insurance and is required for, financing or for transfer of your property. 

· Expenses in connection with construction of a home that are comparable to the expenses you normally would receive if you purchased an existing residence. 

Examples of Non-Payable Expenses

· NRCS cannot pay for title insurance policy, "record title" insurance policy, mortgage insurance or insurance against loss or damage of your property, or any optional type insurance that is paid for by you and is only for the protection of yourself. 

· Property taxes. 

· Operating or maintenance costs. 

· Interest on loans, points, and mortgage discounts. 

· Any fees that have been inflated or are higher than normally imposed for similar services in, the locality. 

· No fee, cost, charge, or expense is payable if it is determined to be part of the finance charge under the, Truth in Lending Act, Title I, P.L. 90-32 1, and Regulation Z issued in accordance with P.L. 90-321by the Board of Governors of the Federal Reserve System, unless these type expenses are specifically authorized by the FTRs. 

· Losses due to prices or market conditions at your old or new posts of duty: Losses due to failure to sell your home at your old duty station at your asking price, or at its current appraised market value, or at its original cost, or due to your failure to buy a home at your new duty station at a price comparable to the selling price of your home at your old duty station, and any similar type losses are not payable. 

Settlement of an unexpired rental lease


Expenses incurred for settling an unexpired rental lease (including month–to–month rental) on the home you occupied at your old duty station may include broker's fees for obtaining a sublease or charges for advertising an unexpired lease. These expenses are payable when:

a. Applicable laws or the terms of your lease provide for payment of settlement expenses, 

b. These expense cannot be avoided by sublease or other arrangement, 

c. You have given appropriate lease termination notice promptly after you had definite knowledge of your transfer, and 

d. The broker's fees or advertising charges are not in excess of those customarily charged for comparable service at your old duty station. 


Itemization of these expenses is required and each item must be supported by documentation showing the expense was incurred and paid by you. 

Other expense for the sale and purchase of a home


Incidental charges made for required services in buying and selling a home may be payable, providing they are customarily paid by a seller at your old duty station and by a buyer at your new duty station.


The total amount for expenses that NRCS can pay for the sale of your home at your old duty station is 10 percent of the actual sale price. NRCS can pay up to 5 percent of the purchase price at your new duty station.


To reduce future unexpired rental lease expenses to NRCS, you should ask you prospective landlord to include the following paragraph in any lease you sign:


"The tenant is an employee of the United States Government. If competent orders are received terminating his duty in the area where the premises are located, tenant may terminate this lease without penalty by giving landlord thirty days notice in writing accompanied by a copy of such orders. The thirty days notice mentioned in this paragraph shall not necessarily run from the beginning of any rental period."

To be paid for your expenses incurred in settling an unexpired rental lease, you must itemize your expenses on a Travel Voucher. Each expense item you claim must be supported by documentation showing that the expense was in fact incurred and paid by you. Your voucher also must include the following statement:


"I certify that the expense incurred for settling the unexpired lease on my  residence quarters at (insert location) was required in accordance with applicable laws or the term of the lease, could not have been avoided by subleasing or other arrangement, and that I did not contribute to the cost by failing to give timely notice of intent to move promptly after I was first informed that I was to be transferred to a new official station."


In order to be paid for your real estate expenses, you must submit your claim on a Travel Voucher (AD-616R). You must also submit an original and one copy of Form AD-424, Employee Application for Reimbursement of Expenses Incurred Upon Sale or Purchase (or both) of Residence Upon Change of Official Station. Each amount claimed on Form AD-424 must be supported by documentation that each expense was paid by you. Included in your required supporting documents (as appropriate) should be, copies of:

· The sales agreement 

· The purchase agreement 

· Property settlement documents 

· Loan closing statements 

· Any invoices or receipts for other bills paid 

Your real estate expense can be claimed in two parts:

1. An initial claim for your expenses for the sale of your former home or the cost to settle an unexpired rental lease. 

2. Your expense for the purchase of a new home. You can also combine your claims. 

XI. Transfers Outside the 48 States

Certain special rules apply to moves to or from locations in Alaska, Hawaii (including the South Pacific), Puerto Rico, and the Virgin Islands:

· You are entitled to temporary storage for 90 days or less. An additional period up to 90 days may be authorized if you return to your place of actual residence for leave prior to a new tour of duty outside the 48 States, this storage may be at origin, destination, or an intermediate point in transit. Under certain conditions, depending on your duty assignment, permanent storage of all or part of your household goods on and personal effects for the duration of your assignment may be authorized at NRCS expense. Your new administrative officer will advise and assist you in determining the storage most advantageous to you and economical to NRCS. 

· Under certain circumstances and where recommended by your administrative officer, your car (one) may be shipped to your new duty station at NRCS expense. Accordingly, if you have been approved for shipment of your personal vehicle and you want to request NRCS ship your personal vehicle at NRCS expense, you should complete item IX on the enclosed Transfer Questionnaire (FNM-38C). Your administrative officer can help you in preparing your request for authorization. If NRCS pays you for transportation to a duty post outside the 48 States you must enter into a written agreement to serve 12 months at that post. 

XII.   Claims for Damages To or Loss of Your Personal Property
Household goods carriers' liability (mover)


When your household goods are shipped using a CBL by NRCS, your risks for loss or damage are based on a limited carrier (mover) liability of $5.00 per pound per article. The carrier (mover) liability for any given item is limited to the replacement cost of the item based on current market price to replace that item.


In the event your goods are lost or damaged, your recovery from the mover is restricted to this monetary limit and liability. Movers have tariff provisions that can provide increased liability above the basic $5.00 times the total weight of your shipment or a higher lump sum according to the value of your shipment. These higher valuations are generally available at 50 cents per $100 of valuation. However, the added cost for the increased carrier liability is not payable to you by NRCS. You must pay for this extra cost yourself.

Household goods loss and damage claims


Your claims for loss or damage to your household goods will be processed by the TMC mover as part of the commercial bill of lading contract, between the TMC and the owner of the moving company involved.

Government liability


Under the Military Personnel and Civilian Employee's Claims Act of 1964, as amended (31 U.S.C. 241), NRCS employees may file claims against the United States up to $40,000 for damages to or loss of their personal property. If you wish to submit a claim for damage to or loss of your personal property due to transportation of your household goods, contact your Travel Management Center and your administrative officer as soon as possible for details.

XIII.   Transfer Leave (Time and Attendance Reporting)

NRCS employees who are transferred and must sell or purchase a home may be granted time off without charge to their annual leave or loss of their pay to make moving arrangements.


The duty time allowed is 40 hours and cannot exceed 80 hours. The excused time is generally much less than 80 hours. On-the-road travel time involved in your final one-way move is not chargeable against the 80 hours. This excused leave ("transfer leave" for Time and Attendance Report purposes) covers such activities as:

· Pre-moving and post-moving arrangements and to meet movers. 

· Stopping and starting utility services. 
· Home inspection of new residence.

· Closing on old and new residence.

· Registration of vehicle(s), school enrollment and other moving activities primarily due to relocation.

· American Disability Act (ADA) compliance activities if applicable.

· Your immediate supervisor approves your transfer leave options. 

Transfer leave is not an automatic right. Each request must be approved by your supervisor based on the justification you furnish and the work needs of NRCS.

XIV. Relocation Income Tax Allowance (RITA)


Moving expenses paid to you are subject to withholding of income taxes and, if applicable, Federal Insurance Contribution Act (FICA) taxes if your new duty station is less than 50 miles farther away from your old home than your old duty station was.

If your move is 50 miles or more, the only moving expenses subject to tax withholding are:

· Miscellaneous expense allowance. 

· Advance househunting trips, temporary quarter expenses and real estate (residence sale, purchase, and lease termination) expenses are fully taxable. 


Payments to you in connection with your transfer are subject to income tax and will be including on your W-2 Form as wages received or other income. You will need to file IRS Form 3903, Moving Expense Adjustment, with your Federal Income Tax Return, IRS Form 1040, in order to deduct any allowable expenses of your move. However, the Tax Return Act of 1986 reclassified moving expenses from deductions before "adjusted gross income" to "deduction from gross income". This change treats moving expenses as an itemized deduction. Although moving expenses remain an allowable deduction, an employee whose itemized deductions are not more than the standard deduction is no longer able to claim separately the moving expense deductions. As a result, the non-itemizing employee incurs tax penalty when compared with the itemizing employee. GSA has recommended legislation that would make Federal employee moving expense reimbursement nontaxable income. Until such legislation is enacted, the Department, GSA, or NRCS cannot address this inequity under the law.


Federal income tax will be withheld at the rate of 28 percent of the taxable expenses paid to you. If state income tax is regularly withheld from your NRCS salary, state tax for these expenses will also be deducted at 10 percent of the federal Income Tax withheld. If you are covered by FICA, this tax will also be withheld unless your regular annual NRCS salary equals or exceeds the current maximum amount subject to FICA withholdings.


However, NRCS will pay to you a relocation income tax (RIT) allowance to reimburse you (if you are eligible) for substantially all of the additional Federal, state, and local income taxes incurred by you, or by you and your spouse if a joint tax is filed for your transfer expense payments.

To protect you from having to use a substantial part of each of your moving expense reimbursements for the withholding of taxes, a partial PIT allowance caped a withholding tax allowance (WTA) will be calculated and paid to you to offset the Federal taxes that are withheld each time a travel voucher is paid. Partial RIT (WTA) allowances apply only to Federal taxes. After the necessary taxes are actually withheld, a partial RIT (WTA) allowance is computed and added to each of your expense reimbursements as part of your overall RIT allowance.


Your RIT allowance does not change the Internal Revenue, state or local tax codes. Consequently, your additional income taxes that result from moving expense payments do not change or limit your income tax obligations in anyway. They do not authorize a refund of these taxes when you file your return with the Internal Revenue Service (IRS) or with other tax authorities. Your RIT allowance is claimed on Form AD-6l6R, Travel Voucher.


The RIT allowance is not applicable to new Federal appointees, student trainees (as defined in the FTR Part 302-3), Senior Executive Service appointees, presidential appointees, and employees assigned under the Government Employees Training Act.


Your RIT allowance is limited to the type of moving expenses that are covered. Public Laws 95-151 and 98-473 authorize NRCS to reimburse you for the additional income taxes that result from moving expense paid to you. However, these moving expenses are not allowable as a moving expense deduction for tax purposes.

The types of expenses or allowances listed below are covered by your RIT allowance:

· En route travel: Your travel (including per diem) and transportation expenses and those of your family for final en route travel from your old duty station to your new duty station. 

· Household goods shipment: Transportation (including temporary storage) expenses for movement of your household goods from your old duty station to your new duty station. 

· Mobile home movement: Expenses for the movement of a mobile home for use as a residence when movement is authorized instead of shipment and temporary storage of your household goods. 

· Househunting trip: Your travel (including per diem) and transportation expenses and those of your spouse for one round-trip to the new duty station to seek a permanent home. 

· Temporary quarters: Your daily subsistence expenses and those of your family during occupancy of temporary quarters. 

· Real estate expenses: Allowable expenses for the sale of your home (or expenses of settlement of an unexpired lease) at your old duty station for which NRCS pays you directly. 

· Miscellaneous expenses allowance: The miscellaneous expenses allowance authorized for defraying certain expenses associated with discontinuing a home at one location and establishing a home at your new location. 


You will receive an IRS Form W-2 from NFC showing payment to you for your Withholding Tax Allowance (WTA) and other taxable reimbursements. You have to prepare and submit a travel expense voucher after GSA publishes marginal tax rates annually to claim your RIT allowance. NFC will compute your RIT allowance and deduct any WTA payments already made to you and then pay you the difference. If you do not file a RIT claim in the year following each tax year you received a WTA, NFC will deduct all the WTA payments they made to you from your salary. Your administrative officer will advise you when you need to file each of your RIT allowance claims.


Since your expense claims and payments may stretch over a 5-year period, it is important to remember that each tax year must be treated separately for payment of your RIT claims.

Finally, on rare occasions, your WTA's from NFC can be greater than your actual RIT allowance each tax year. In these cases, the difference will be owed by you. NFC will bill you for collection and you can pay NFC directly by personal check.
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