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HANDBOOK F-12 REVISION
Relocation Policy Changes

Employees effected by a reessignmen? ere now enlitled
{o expended ellowances. |f the reessignment effective
date on Form 50, Notification of Personnel Action, is dated
on or afier the dele of this Postal Bulielin, the policies
noted below chenge those currently defined in Handbook
F-12, Relocation Folicy.

Major changes for nonbargaining employees follow:

Misceflaneous expense allowance. Increases from
$1,00010 $2,500.

Temporary quariers and storage of household goods.
The epproving official may grent ip to an edditionet 15
deys.

Loan origination fee. The 1 percent limitation increases
10 2 percent.

Advance round irips. The employee may take up to
three trips, and dependents may accompany the em-
ployee end/or spouse on these trips.

Retum trip fo old duty stafion, One trip is allowed,

Real estale time reimbursement limit. The written an-
ral extension request and epproval for year 2 end year
3 is changed. A writfen request and approval is necessary
for the third year only.

Relocation Management Firm

Home Purchase Program. No devietion is required, the
grede level changes from EAS-21 and ebove o EAS-
18 and above. The required marketing time of £0 deys
s eliminated.

Marketing Assistance. Avellable upor reguest.

Changes for all postal employees foliow:

the following real estate transaction expenses are re-
imbursable:

Tax service {document filing}
Underwriting fees
Owner’s title insurence

The requirement to heve Formm 4877, Reimbursernent
of Real Estate Expenses—Change of Official Station, ap-
proved by en official at the former duty station for real
estaie salling expenses is eliminated. The only signature
requered is the approving official’s at the new duty station.

NoTe: Form 8058, Request for Relocation Management
Firm (RMF} Service, must initiale any RMF senvice. The
eurrent form is rot updated for marketing services. There-
fore, when employees request this service, write the re-
tiiest on the face of the form.

Section IV, Approvals, part A, Seles Expenses, end B,
Purchase Expenses, of the Oclober 1990 edition of Form
4877 is now obsolete. The approving official signs the
form in the spece titled Funding Finance Number Approv-
ing Official's Signature and Date.

Change the following sections of Handbook F~12, Relo-
cation Policy:

281  Maximum time for compieting your move. You
should compiete your move es soon as possible. You
must cormplete all allowable travel and transpontation with-
in 3 yeers from the effective date (date reported for duty
et your new officiel station} of your trensfer or appoint-
ment. The time limit for real estate trensactions is as
follows:

Nonbargeining employees—2 years from the effective
date of your transfer or appointmernt. The time limit may
be extended tor en additional year.

Bargeining employees—1 year; however, this time limit
rmay be extended for up to 2 additional years. {See section
610.2(d).)

207 Nonbargaining employees, You may claim
$2,800, regardiess of maritelffamily status. The itemiza-
fion feature is not ellowed. {See Exhibit 291.}

Chapter 3 Advance Round Trip, En Route and
Return Trip to Old Residence

310 Teking an Advance Bound Trip

311 General ruie. When circumstances warrent, the ap-
propriate approving official may euthorize travel end ex-
penses for up to three round trips {ior nonbargaining em-
pioyees} or one round irip (for bergaining employees} for
the purpose of seeking a perrmanent residence or mobile
home site el the new officiel sletion. You may lake this
trip with your spouse, or either of you may take it alone.
Nonbargeining employees or their spouses mey heve
their dependents accompany them if necessary. i you
take this tip, you must iake i before you report o your
new officiel duty station. If your spouse tekes this trip in-
stead of you, he or she must teke it before your femily
moves 10 the new didy station, but not later than 2 years
from your reperding date. New employees and their
spouses will not be allowed an advance round irip unless
an officer of the Postal Service authorizes it.

* - > * *

3122 Amount of time for the advance round trip. The
Postal Service wi ellow e reesonable amount of time for
the edvarce round trip, considering the distance between
old and new duty stations, the mode of franspontetion 1o
be used, end the housing situelion et the new location.
In no case will the Postel Service pay for an edvance
round trip of more than 10 calendar days (9 nights of
lodging), including travel fime. In euthorizing e mode of
transportetion, the Posial Service will ellow for minimum
fime en roule and maximum time at the official station
locality. You will be on working status during the period
of absence for the epproved round trip and will not be
charged leeve.
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NOTE: Nonbargaining employees are allowed three round
trips, it necessary, not to gxceed 10 days and 9 nights
iniotal,

* Y Y » *

9125 Claiming per ciem, iodging, and personal
phone calls home expenses for the advance round
trip. if you, your spouse, and dependent(s) take the ad-
vance round trip, you may claim actual lodging expenses.
Quarterly per diern is affowed as follows:
a4 Employee: Standard quarterly per diern.
b. Spouse: 75 percent of the standard guarterly per
diem rate,
¢ Dependent(s) {nonbargaining employees): Each
dependent recelves 75 percent of the siandard
quartedly per diern rate,
¢, Spouse unaccompanied by employee: Standard
quarterly per diern,
NoTE: See Appendix B for applicable per diem rates. For
advance round trips o Alaska, Hawaii, Puert Rico, or
Unlted States possessions, per diem rales published by
the Department of Defense in Civilian Personnel Per Diemn
Bulteting apply.

One phone call home, per 24-hour period, may be reirn-
bursed when the employee’s immediate family does not
accompany the employse (of the employee does not ac-
company the immediate family) on the advance round #ip.
The length of the reimbursabie phone cal may not exceed
5 minutes. The least expensive means of placing the
phone call must be used, when possitle. Postal Service
owned or leased phone lines may be used for these cails.
if Postal Service owned of leased lines are not used for
these calls, you may claim the expense on your Form
1012, Travel Voucher (o receipts are necessary). Ques-
tionable costs may be subject to challenge or request for
clarification by approving officials.

L] * » * *

340 Return Trip to Oid Residence (Nonbargaining
Employeesn)

341 Conditions. If you report to your place of assign-
ment before you have relocated, you are entitied one trip
to your ofd residence to conglude relocalion-associated
business or retun to accompany your family to the new
residence. No advances are authorized for this trip and
no per diem or lodging costs may be claimed for expenses
incurred while at your oid residence,

342 Reimburaable expenses. You will be reimbursed
for the following ems under this allowance:

a, Transporation expenses for yourselt only,

b, Limousine or laxi fare to or trom jransponation
terminals, the current mileage rate It a POV is
used 0 go to and from these faciities, parking
fees; and

¢ Per diem while fraveling.

343 Public transportation, if you plan to travel by air,
rail, ¢r bus, you are expected to use your personal 1.5,
government credit card to obtain your ticket at the fowest
fare available.

410 Making Shipping Arrangements

* - * - *

412 All employees

* * - * *

412.1 RMF services

* * * * W

g Storing household goods up to 60 days, if nec-
essary. The approving official may grant up fo
an additional 15 days for nonbargaining ernploy-
ees. No additional extensions will be allowed.

L] * * + L]

310  Allowances for Temporary Quarters

* * * * »*

52¢. Limitations on Temporary Quariers

= * * * *

522 Authorlzing expenses for temporary quarters

522.1 Temporary quariers time period. The appro-
priate approving official may authorize subsistence ex-
penses for temporary quaders for 60 consecutive cal-
endar days {for nonbargaining employees) or 30 days {for
hargaining emplovees). The approving official may grant
up to an additional 15 days for nonbargaining empioyees.
Na additional extensions will be alowed. I temporary
quarters are occupied for any part of & day, it counts as
1 day of the authorized maximum number of days. The
approving official may reduce or disallow allowances for
ternporary quatiers i
a. You have made a sound trip to seek permanent
residence quariers; or
b, As a result of exended temporary duty at the
new official station {detail} or other chrcumstances,
you have had the opportunity to make arrange-
ments for permanent quarters; or
¢. The approving official determines that you have
had enough time to find permanent guarters.
522.2 Interruption of temporary quarters. The 60 con-
secutive days {for nonbargaining employees) or 30 con-
secutive days {for bargaining employees} may be inter-
rupted oniy for the following reasons:
a. Time spent in official travel status.
8. Scheduled vacation leave that the employee can-
ngt change.
¢. Other extenuating circumstances over which the
employee has no controf, such as a desth in
the family.
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The ternporary guarters time period may be interrupied
only when all expenses {lodging, meals, laundry, and
cleaning} associated with the temporary quarters are sus-
pended for the time the employee is away.

If members of the employee’s immediate family remain

In temporary quaners while the empioyee is away, tem-
porary guarters canngt be irterrupted.
523.2 Limitation on reimbursements during return
trips home. The Postal Service does not allow subsist
ence expenses while you are at home, However, i you
can show by cost companson that the roundg-rip ex-
penses would noi be greater than expenses incurred
while In the temporary quarters site, the Postal Service
may reimburse you for the costs of traveling home and
retuming 10 the temporary guarters, You must discuss
this with the official who approves the voucher before arbi-
trarily returning home and subsequently ciaiming related
expenses. (Nonbargaining employees see part 340 for
further details.)

* * > > *

610 Conditions and Requirements

* * * * E)

612 Conditions for reimbursement

* - * * *

d The setiierment dales for the sale and purchase, or

for terminating the lease, are nat later than 2 years (for
nonbargaining employees) or not fater than 1 (initial) year
(for bargaining empicyees) afier the dale on which you
reported for duty at your new official station. If you submit
& wtitten request 1o the appropriate approving official De-
fore the end of the second year {for nonbargaining em-
pioyees) or before the end of the infial year and second
year {for bargalning employees), this time limit may be
extended for up 10 1 additional year,
NotE: f you encounter unique and unusual ¢l
cumstances, you may submit a written reguest through
your instaftation or depariment head o the appropriate
officer for a second exiension of up to 1 year {for
nonbargaining employees) or a third extension {for bar-
gaining employees), You must submit this reguest weli
before the extension taking you into the third year expires.
Any further extensions must be processed using the devi-
ation procedures described in part 180. You must specify
exactly the efforts you have taken to market the preperty
and provide decumentation showing a continuous and
reaschzble effort o complete the transaction. Each man-
ager In the chain-of-command must attach a rec-
ommendation with supporting comments, if an extension
is approved, your office must immediately prepare an
amended Form 178, Specific Travel Order—Relocation
and Relocation Agreerment, and distribute it

* > * > *

624 Costs of seliing or buying a home

624.2 Reimbursable costs. The following costs may be
reimbised:

} Tax services {document filing).

* * * * *

1. Loan origination fee (honbargaining employ-
ees only) associated with the purchase of a
residence at the new official duty station. Lim-
ited 10 no more than 2 percent of the value
of the associated foan.

> > * > *

625 Sefilement costs

€251 Reimbursable expenses. The Postal Service will
reimburse the following settiement costs if they do not
exceed the amounts customanly charged in the localily
of the residence and they are customarily paid by the
selier in the area of the old official station or by the buyer
in the area of the new official station;

. FHA or VA loan appleation fee.

. Costs of preparing a credit report.

. Mortgage and transfer taxes,

. State revenue stamps and simitar fees and
charges.

. Mortgage title insurance required by the lending
institution to obtain a mortgage loan {commonly
called Jender’s coverage).

{ Owners title insurance purchased by the buyer.
Attorney fees for tite search and abstracts are
riot reimbursable,

& Underwriting fees.

* * * * >

aOH od

©

£25.3 Nonrelmbursable expenses. The Postal Service
will not reimburse the foliowing settlement costs:

. Insurance against damage or loss of propery.
. Interest on loans, points, and mortgage discounts,
. Loan commitment fee.

. Loan orgination fee {bargaining empicyees).

Loan assumption or transter fee,

Properly taxes,

. Operating or maintenance costs,

. VA funding fee {see section 625.1).

* * * * *

TH .0 00D

632 How your cialm will be revlewed and approved
Submit Form 4877 with supporting documends to the ap-
proving official who approves your travel for the change
inn dely stations. The approving official will review your
claims for reasonableness based on policy and sign the
voucher. After the voucher is reviewed and signed, the
approving official wiil submit your voucher to the San
Mateo Accounting Service Center (SMASC). The SMASC
will audit and process vouchers for payment. Expenses
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claimed which are not covered within Chapter 8 ot thig
handbook witi not be paid.

- - - - -

640 FMF Service for Home Ssles

641 Reguiremenis

641.4 Eligibility. This program is offered to EAS per-
sonnel, grade level 18 or above (Inspection Service per-
sonnel grade jevel 17 or above} only. Participation in the
program is optionat and must be exercised within 45 days
sfter the effective date of your new assignment. You and
your new manager must ensure adherence 1o the 45-day
time frame. If you need to delay this detision, you must
follow the procedures outlined in section 18C ot this hand-
book. The fcllowing criteria must be met:

& The titie to the residence must comply with the
condifions stated in section 812.b.

b The distance between the tormer residence and
the new official duty station must be at least 70
miles.

¢. The residence to be sold must be appraised at
no less than $50,000 and must be situated on
no more than 1 acre of land. The $50,000 ap-
praisal critetia will ultimately be governed by the
appraisal performed by the independent apprais-
ers chosen by you from a list provided by the
RMF.

NOTE: Mobile homes, houseboals, uninsurable homaes,
homes that cannot be financed, hormes that are not in
matketable condition, homes on which construction has
not been completed, homes located on excess acreage,
homes that do not comply with state and local codes,
homes that are contaminated with toxic substances such
as tadon gas, lead paint, asbestos or Urea Formaildehyde
Foam Ingulation (UFF), and other sirmilar residences are
r:ot eligible tor consideration.

- w * = -

642 Guidelines o follow when filing for home sale
services

642.1 Elemenis of the Home Sale Service Request.
The employee must include the following with their re-
quest:

a. Copy of the ciosing staterment pertaining to the
purchase of your old residence.

b. The real estate broker(s} report on marketing et
torts, which includes length of market time, list
prices, concessions offered, and copies of the
advertisernent, if available {not required).

c. Copy of a recent property appraisal, ¥ available.
{A property appraisal conducted by a tinancial
instittdion is not acceptable.}

d i readily available, photographs of the propenty
and immediate area, andfor other documentation
that wouid support the request.

642.2 The aclivation process. The transteree must
present all supporting documentation to their immediate
PCES manager along with a completed form 8059, Ae-
quest for Relocation Management Firm (AMF} Service.
The package must be forwarded to the following appro-
priate approving official which is one of the following:

Manager, Corporate Accounting, Finance—ior Head-
quariers related personnel (includes Headguarters fieid
units).

Area Office Manager, Finance-—{or area office related
personngl.

Area QOffice Manager, Finance—tor district/plant related
personngl. '

Chief Postal Inspector, Deputy Chief inspector Oper-
ations—*for Headquanters Inspection Service related per-
sonneal

Inspector in Charge—for Inspection Service personnel

The appropriate approving official will sign a compieted
Formm BOSS, Reguest for Relocation Management Firm
(AMF} Service, and forward the form 1o the San Mateo
information Service Center (SMISC). The Form 8059 au-
thorizes the SMISC io initiale the RMF service for the
fransteree.
$42.3 Relocation coordinator. The RMF will assign a
relocation coordinator to act as your contact within 2 days
after the firm is notified that you plan to use its service,
The relocation coordinator wit answer guestions relative
to the home purchase service.

650 RMF Service for Marketing Assistance

651 Marketlng assistance. Marketing assistance starfis
as s00n as you are authorized tor service, The AMF con-
suHtant will help you market your home even belfore it is
appraised. The goal is to help you to get the best possible
price for your heme in a reasonable period of time.

652 EHgibllity. Participation in the program is optional
and is availabie to all EAS personnel.

- - - * *

840 Submitting Travel/Relocation Vouchers

844 Submitting vouchers for transfers and change
of station. i you transter trom another government agen-
cy to the Headquarters of the Postal Senvice, or between
Fostai Service installations, you must charge these ex-
penses t¢ the appropriate account for relocation travel
and to the departmert or office that is acquiring you.
These vouchers will be processed by the San Maleo infor-
mation Service Center. Submi the vouchers to:
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RELOCATION MANAGEMENT SECTION

SAN MATES INFORMATION SERVICE CENTER
27068 CAMPUS DRIVE

BAN MATEG CA 944879420

* * * - *

Appendix C

Expense Accounts Used in Connection With
Relocation/Travel

Add:
51245 Personal Benefitls—Return Trips o Resi-
dence st Former Hesidence

Delete the following sections:!

£92.14 Where 1o submit Form 4877 for review and
approval

32,2 Heview of real estate expenses
633 How to submit a claim for payment

634 Administrative approval

634.1 Approving ofticial
634.2 Forwarding for payment
Change the following:

Appendix D
Form 4877, Reimbursemerit of Heal Estate
Expenses—Change of Official Station

L} * & * "

s Tille of Approving Cficial (at former duty station):
No langer applicable.

i Date: No longer applicable.

u. Title of Approving Official (al new duty station):
No longer applicable,

v, Date: No lenger applicable,

w. Signature of Approving Official (at former duty
station): No tonger applicable.

x. Signature of Approving Official (at new duly sla-
tion): No longer applicable,

~—Finance, 8-4-94




U.S. Postal Service
Washington, D.C. 20260-5211

Handbook F-12
Relocation Policy June 1881

A. Explanation

This new handbook conmuains all policy pertaining 10 relocation. It includes information formerly
appearing in Chapter 7 of Handbook F-10, Travel, dated May 1. 1983, and Handbook F-10A,
Relocarion Guidelines. dated May 1, 1988, and all changes that have been pubilished in the Postal
Butietin since May 1. 1985,

Highlights of incorporated changes include:

Per Dierm Rates .................. High cost increased to $8.50; average cost decreased
o 36.50. '

Standard Mileage Rate . ... ........ Mieage rate reimbursement for the use of privately
owned automobiles increased 1o 24 a mile.

Travel Foems . ... Farms contain major revisions.

Home Sates .. ..o it Relocation Management Firm (RMF) services may be
recuested by specified relocating EAS personnel.

Advance Rounc Trp ... L. © EAS employees allowed two trips.

Miscellanecus Expense ... .. ... EAS employees” amount increased to $1,000.

Househoid Goods .. ..... .. ....... EAS ernpioyees afforded the option {0 use services of &
BMF,

Personat Phore Calis.............. Allowance added 1o the approprigte secton.

Grossing UD ... o EAS employees allowed Gross Up aliowances,

Distance Requirement. . .......... Cistance requirement for recaiving relocation benefits
standardized,

lotSize ... . . e Reimbursement of real estate expenses mited 1o the
eguivaient of residences on no more than § acres,

High Cost Per Drem Localities .. ... List updated.

B, Filing

The receiving office must provide Handbook F-12 to all relocating employees. All relocating
personnel must acknowledge receipt of this handbook when signing Form 178, Specific Travel
Order - Relocaiion & Relocation Agreemernt.

C, Distribution

1. Initial. This document is belng sent to Headquarters, Regions, Divisions, Management Sectional
Centers {MS5Cs) and Postal Data Centers {(PDCs); William F. Bolger Management Academy,
Technical Training Center and Maintenance Technical Support Center, Nauonal Information
Systems Development Center; Procurement & Materiel Management Service Centers and Offices;
and Facilities Service Centers and Offices,



2. Copies. Additional copies may be ordered on Form 7380, MDC Supply Reguisition, from your
supply center.

D. Comments and Questions
Address any comments or guestions regarding the handbook through official channels to:

GENERAL MANAGESR .
ASSETS AND PAYABLES SYSTEMS DIVISION

OFFICE OF ACCOUNTING

DEPARTMENT OF THE CONTROLLES

UNITED STATES POSTAL SERVICE *
475 UENFANT PLZ SW RM 8800

WASHINGTON DC 20280-5211

E. Effective Date

These instructions are effeciive on receipt.

VR

M. Richard Porras
Assisiant Postmasier General
Depariment of the Conmolier
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110 Organization

Chapter 1
Introduction to Handbook ¥-12

This handbook is orgamzed to heip ¥ou frnd mformauen as eamiv as p0551bie In general, procedures
follow the nmormal step-by-step relocaiion sequence. from receiving authorization 10 completing

vouchers.

120 Special Features of Handbook F-12

130 Setting Policy and Approving Relocation and Related Travel £

Handbook F12, June 1891

121 Table of Contents

The Table of Contents for Handbook F-12 serves as a reference source for the entire
handbook. in addition 10 chapter, subchapter, and section headings, the Table of
Contents contains a Form Reference List,

122 Exhibits
Reijevant forms appear at the end of the chapter in which they are referenced.

123 Form Reference List

Al forms mentioned in the handbook are lisied by both number and title at the end
of the Table of Contents. In the text, after being spelied out the first time, they are
identified by form number.

124 Appendix A, Approving Officials

This appendix lists, by title, those authorized to approve reiocation vouchers, ad-
vances, and travel tickets purchased via Government Travei System (GTS).

123 Appendix B, Reimbursement Rates

This appendix gives the rates that are used 1o reimburse vou for mileage, per diem,
and lodging. {Specific conditions and allowances are defined in the text)

126 Appendix C, Expense Accounts Used in Connection with
Relocation/Travel

This appendix contains expense account numbers uvsed in connection with relocation
and travel.

127 Appendix D, Instructions for Completion of Forms

This appendix contains the instructions for completion of ravel and reiocatlon forms
included as exhibits in this handbook.

s

131 Role of the Postal Service

Title 39, Section 410 of the United States Code, gives the Postal Service the authority
1o establish its own relocation pelicy. Current policy is presented in this handbook.
Al Postal Service-related relocation must comply with the policies stated in this
handbook.
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132 Role of PCES executives

A Postal Career Executive Service (PCES) executive must be the approving official
for relocation advances, relocation vouchers, and GT3S tickews. in cerain situations,
this authority may be delegated to individuals who are not in the PCES. Those
exceptions are detailed in Appendix A. PCES executives may not approve their own
refocation advances, relocation vouchers, or GTS tickets. This must be done by their
next highest approving efficial,

140 When to Travel

141 DPeciding when to travel due to relocation

You must coordinate and plan your travel schedule with approval from both old and
new duty station officials.

142 Avoid uannecessary cost

The Postal Service is comminted to conserving energy and reducing coss. You are
given as much freedom as possibie within the guidelines of this handbook to decide

what expenditures are necessary--and you are reirnbursed for allowable costs you
incur while relocating,

143 If you are in the Inspection Service

i vou are in the inspection Service, you must foliow the instructions issued by the
Chief Inspector.

150 Where to Submit Relocation/Travel Documents for Payment a

Relocation/travel docurnents are submitted to the San Mateo Postal Data Center (PDC). Se pan 944
for the appropriate address.

Bl R

160 Responsibilities of the Approving Official

161 Authorizing travel

As an approving official, you must review this handbook thoroughly before authoriz-
ing a relocation reimbursement request so that you are aware of the traveler’s
obligations and rights. You rnust:

a. Make cerain that the expenditures are necessary and directly related to Postal
Service relocation,

b. Approve use of a privately owned vehicle (POV), renial vehicle, apartment
rentzl, etc., before expenses are incurred,

162 Signing a voucher
When you sign a voucher, you are verifying that transportation and expenses comply
with postal pelicy. As the approving official, you must:

a. Make sure that the original supporting docurnents are attached to the voucher,

b. Make a cursory review 10 ensure expenses are reasonable and valid. (See
Appendix B, part 1.}

3 . Haridhook F-12, June 1881
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176 Responsibilities of the Traveler ¢

iy

You must use the same care and prudence as if you were relocating at your own expense. You must:
a.  Plan the iinerary w accomplish the relocation with minimum time and

gxpense.
b, Select the least costly mode of wransportation that provides adeguate service,
. ¢.  Schedule your departure and arrival to conduct business as efficiently as
. possible.

d. Submit Form 1011, Travel Advance Request and liinerary Schedule, for advance
of funds no sooner than 2 weeks before you need the money.

¢. Claim reimbursement only for allowable expenses.

f When possible, submit vouchers within the accounting period in which the
relocationsravel was incurred, and settle travel advances promptly.

180 Deviations from the Reguiations

131 How 1o request a deviation from these regulations
Requests for deviations where specific allowance parameters are set forth in this
handbook will not be considered. In rare circumnstances, however, you might need to
request a deviation from these regulations. if an unusual situation arises which is not
directly addressed in this handbook (if the case is indeed unigue), a deviation request
will be considered. To request a deviation, you must write a memo and submit it
your immediate supervisor with supporting documentation. Your memo must explain
specifically your reascns for reguesting the deviation. Pleading ignorance of the
. limitations stipulated in this handbook does not justify z deviation. Devistions are
allowed osly in extreme circumstances.

182 Processing a request for a deviation

182.1 All Postal Service related units. Request{s) for deviation must be submitted 10
the General Manager, Assets and Payables Svsiems Division, Office of Accounting,
Headguarters, for review and decision. {See section {82.3.)

182.2 Recommendations required. Your immediate PCES manager must affix a
recommendation 10 your deviation request.

183 What to do if your reguest is approved

¥ your request i3 approved, you must attach the memo of approval to your
refocation/travet voucher. The San Mateo PDC will not process your payment
without the memo.

Handbook F-12, Jung 1981
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Chapter 2
Relocation Allowances

210 What this Chapter Covers : B R e . .
This chapter discusses relocation expenses for eligible Postal Service employees who change jobs
within the Postal Service. These expenses are 10 be charged 1o the budget of the new official station.

220 Allowable Expenses and Advances

223 Allowahle expenses
You may be reimbursed for the following relocation allowances:
a. Advance round trip {part 310).
b En rgute travel {part 320),
¢. Transperting and temporarily storing personal property (Chapter 4},
d. Temporary guarters (Chapter 5).
e, Miscelizneous expense allowances {part 290},
[ Real estate transactions and unexpired leases {Chapter 6},
g Relocation as part of the Management Associate Program (Chapter 7).
f. Grossing up allowance {non bargaining emplovees) {Chapier 8).

222 Advance of funds authorization
You may be authorized an advance of funds for the following relocation allowances:
a. Advance round wip.
0. En route travel,
¢. Transportation of POVs,
d. Temporary quarters,
e. Transporiation and lemporary storage of household goods {bargaining unit
employees),
f- Transportation of mobile homes.

223 Obtaining advances for relocation

When vou have determined the amount vou need for your relocation, you may
submit an approved Form 1811 not more than 2 weeks before you need the funds
(see Exhibit 223). No advances will be given for expenses related to 1he sale or
purchase of a residence, or for the misceflaneous expense allowance. (See Appendix
A for approval authority.)

224 Repaying advances for relocation

As you complete each phase of your refocation, vou should file a wravel/refocation
voucher accounting for yvour expenses. If your allowable claimed expenses are less
than the amount advanced, you should include a check or money order for the
halance due with the travel voucher. Make the check (money order) payable 1o the
Disbursing Officer, LS. Postal Service,

Note: Your social security number must be annotated on the check or money order,
if any part of your move is ternporarily delayed or canceled, you must refund the
advance vou received for thar part of your move.

Handbook F-12, June 1889
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234 Definitions

Unless otherwise specifically provided In these regulations, the following definktions apply:

231 Continental United States (CONUS)
The 48 contiguous states and the District of Columbia.

232 Effective date of transfer or appointment

The date on which a new emplovee or appointee reports for duty at the first or new
duty swation.

233 Household goods

Personal property which may be transported legally in interstate commerce and
which belongs 1© vou and/or your immediate family at the time shipment or storage
begins. The term includes household furnishings, equipment and appliances, fur-
niture. clothing. books, and similar property. It does not include property which is
for resale or disposal rather than for use by vou or members of your immediate
family. It does not include ltems such as motorcycles and similar motor vehicles,
airplanes, camper trailers, boats, birds, pets, livestock, building materials, or any
property intended for use in conducting a business or other commercial enterprise.

234 Immediate family
Any of the following members of vour household st the time vou report for duty at
your new duty station:
a. Spouse.
b. Children. The term "children" includes natural offspring, stepchildren,
adopted children, grandchildren, legal minor wards, or other dependent children

who are under legal guardianship of vou or your spouse. Each of these chiidren
must be either:

{1) Unmarried and under 21 vears of age; or

{2} Physically or menially incapable of supporting himseif or herself,
regardless of age; or

(3} An unmarried fuil-time student under 23 vears of age.

c. A child born after your effective date of transfer is considered a part of your
immediate family if the travel of you or your spouse 1o the new official s1ation is
prevented at the time of the transfer because of advanced stage of pregnancy.

d.  Dependent Parents. Dependent parents of you or your spouse also are
considered part of your immediate family. In genersl, the individuals named
above .are considered dependents if they receive at least 51 percent of their
support from you or your spouse. However, this percentage of support criterion
will not be the decisive factor in all ceses. Individuals also may be considered
dependents for the purposes of this chapter if they are members of your
household and. in addition to their own income, receive support (less than 51
percent) from you or your spouse without which they would be unabie to
maintain a reasonable standard of living.

235 Mobile homes

Al types of mobile dwellings constructed for use as residences and designed 10 be
moved.

236 Official station
The building or other place where the emplovee regularly reports for duty,

Handbook F-12, June 1981
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240 Eligibility for Moving Expenses

The Postal Service will pay properly authorized relocation allowances in the following cases:

241 Transferred employee

When vou transfer from one official station to another for permanent duty, the
transfer must be in the interest of the Postal Service and not primarily for your
' convenience or benefit, or at your request.

242 Newly hired employee

When a newlv hired employee’s official duty station is at 2 different location from
the place of residence at the time of appointment. relocation expenses witl be aliowed
only if the expenses are authorized by an appropriate officer of the Postal Service.
{See Appendix A, part 1)

233 Relocation resulting from a reduction in force (RIF)

2431 Involuntary separation. If vou transfer to a new official station after being
notified of involuntary separation, you are eligibie for reiocation allowances, subiect
to the distance requirement limitation. {See part 284))

2432 Re-employment. I you leave the Postal Service because of a RIF or transfer
of function, and are re-employed within 1 year of your separation dale w0 a
permanent appointment at a different duty station, you are ehgible for relocation
allowances, subject 10 the distance requirement limitation. (See part 284)

. 244 Several family members employed by the Postal Service
If two or more members of an immediate family are entitled 10 relocation allowances
under these regulations, the authorized relocation allowances wilt apply only 10 the
member specified on Form 178, Specific Travel Order - Relocation & Relocation
Agreemenit(see Exhibit 244}, The other member is ligible as a family member only.

245 Taking relocation leave

If you are eligible for relocation allowances, you are entitled 10'a maximum of 3 days
of ieave with pay. This is administrative jeave and is not to be charged 10 any other
teave that you may be entitled t0 under existing policies, €.g., sick leave, annual
leave. The granting of this leave is non-discretionary and in addition to any travel
vime: voe should take the leave immediately before and/or after physically moving
vour household. If you are a new employee. or have transferred from another
Government agency or the private sector, you do not qualify for this benefit,

250 Signing 2 Service Agreement Gl e

251 Definition

Before Form 178 is approved and any payments are made, you must agree 1o remain
in the Posial Service for at least 1 vear by signing the form (see Exhibit 244). This
form states that you agree 10 remain at the newly assigned duty station within the
Postal Service for 12 months after the effective date of transfer or appointment. A
signed Form 178 for 12 months is required for each permanent change of station. No
trave! advance will be authorized unless you have signed Form 178

Handbook F-12, Jung 1991 ‘ 7
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260 Withholding Tax for Relocation Expenses

252 Your liability under the agreement

2521 Leaving the Postal Service. While the agreement is in effect. you may leave
the newly assigned duty siation only for the benefit of the Postal Service, as
determined by an officer. You may leave the Postal Service only for reasons beyond
vour controf, ¥ your leaving is acceptable to the Postal Service. If you decline to
accept or to complete the transfer, you will become liable 1o repay any reiocation
benefits you have received. '

252.2 Viclation of the agreement. If you violaie the agreement, you will have to pay
back any money that the Postal Service has spent for your travel, transponation, and
atlowances, in accordance with Handbook F-16. Accounts Receivable.

252.3 Transferring before expiration of an agreement. if you are transferred a
second time within the 12 months of your service agreement, you must sign a new
agreement, The obligation period from any prior agreement{s} is void. If, for
example, you are transferred for the benefit of the Postal Service after 6 months at a
new duty station, you are obligated to remain in the Postal Service and to stay at the
new duty station for i2 months. You are relieved from the é-month obligation
remaining from your earlier transfer.

R

261 Relocation expenses subject to Federal income tax withholding

261.1 Relocation payments. Transactions related 10 relocation, including payments
made by the Postal Service to the relocation management firm {RMF) for the
transportation of your household goods, will be reported as income on your
relocation Form W.2. Other reimbursements that are reported on your relocation
W-2 include:

a. Advance round trip expenses to seek housing;

b. Temporary quarters expenses;

¢. En route travel expenses;

d. Real estaie expenses involving the parchase of your new residence (and sale of
your old residence);

e. Miscelianeous expense allowance payment; and

f. Grossing up paymenis {non bargaining employees}.

Under current Internal Revenue Service (IRS) regulations, up to 31,500 of the
combined advance round trip and temporary quarters reimbursement are not
taxable. In addition, up to $3,000 of the sale/purchase or lease termination
reimbursements, reduced by the amount allowable for the advance round trip and
1emporary quarte€rs expenses, aré not taxable, Any and all amounis in excess of
£3,000 are taxable.

261.2 Withholding and reperting moving expense taxes. The San Mateo PDRC
withholds taxes at the rate of 20 percent, rounded to the nearest dollar. Actual 1ax
Hability is determined by you and the IRS at the time you file tax returns. The San
Mzateo PDC makes the computation (except on Field Inspection Service relocation
vouchers). The Postal Service will supply you with a separate Form W-2, Wage and
Tax Swaiement, as well as IRS Form 4782, Employee Moving Expense Information, for
all relocation expenses.
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262 Relocation expenses not subject to Federal income tax withholding
Cerzain relocation expenses are not subject to Federal income tax withholding. They
are:
a. Expenses for moving household goods and personal effects from the former
residence w0 a new residence.

b Reasonable expenses, including meals and lodging. that you and vour immediate
family incur en rouie 1o the new residence.

276 Issuing Form 178, Specific Travel Order-Relocation & Relocation Agreement #55
Form 178 describes the relocation expenses to which you are entitied. The appropriate approvmg
official at the new duty station issues and signs this form before you travel or ship vour goods. (See
Exnibit 244 for an example of a properiy prepared Form 178.) If travel of family and shipment of
household goods are authorized, it is indicated on Form 178. If you claim transportation for parents.
the Travel Order must show that the parenis are dependent, as described in part 234

280 Limitations on Moving

281 Maximum time for completing your meve

You should complete your move as soon as possible. You must complete ail
allowable travet and transportation within 3 vears from the effective date (date
reported for duty at your new official station) of your transfer or appointment. The
time limit for real estate transaclions s 1 year; however, this time limit may be
extended for up 1o 2 additiona!l years. {See part 612.)

282 Time extension for military service

The period for completing your relocation may be extended for any time you spend
in military service.

283 Time extension for duty outside CONUS

If you are reporting for duty outside CONUS, the period may be extended for any
time iost as 2 result of shipping restrictions.

284 Distance reguiremnent

To gqualify for relocation allowances, the distance between yvour new duty station and
your old residence must be at least 35 miles greater than the distance between your
old duty station and your oid residence.

285 Exceptions to the 35.-Mile Rule

Handbook EL-311, Personnel Operations, addresses "Community Involvement.” Sec-
tion 5473 of the handbook siates that if field division general manager/postmasters
or MSC managers consider it necessary, they may require a newly appointed
postmaster to rvelocate closer 10 the duty station post office. Under these cir-
cumstances, newly appointed postmasters are eligible for relocation allowances listed
in section 22la through 221k The approving official may reduce or disaliow
allowances for advance round trips and temporary quarters, as specified in part 310
and section 520.21 of Handbook F-10.

Hantbook £-12, June 1991 ‘ g
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290 Miscellaneous Expense Allowances

18

291 Non bargaining emplovees

You may claim $1,000, regardiess of marital/family status, The itemization feature is
not aliowed. (See Exhibit 291.)

292 Bargaining employees

292.1 Various allowable expenses. VYou are eligible for miscellaneous expense
allowances if you have been authorized a permanent change of station, regardless of
where the old or new official stations are located. This allowance 13 to cover various
costs associated with giving up a residence at one location and establishing a
residence at a new location. Some of the types of costs that can be reimbursed under
this allowance include the following:

a. Disconnecting and connecting appliances and utilities {fexcept when these cosis
are claimed under houschold goods} and the cost of converting appiiances so thag
they can operate on available ustilities.

b, Cuiting and fiting rugs, draperies, and curtains moved from one residence 10
another,

¢. Utility fees or deposits that are non-refundable.

d. Forfeiture losses on medical, dental, and food locker comtracts that are not
transferable.

e. Automobile regisiration, driver’s license, use iaxes imposed when bringing
auiomobiles into some jurisdictions, emission controls, and state inspection require-
ments.

f- Non-refundable or non-transferable contract costs incurred for private institu-
tional care for handicapped dependents.

g. Telephone calls in connection to relocation.

2922 Claiming an allowance withont supporting documentation, If you do not
choose 10 ltemize expenses, yvou may ciaim the following flat allowance (see Exhibit
292.4).

4. $150 for an employee without immediate family.

b. 8300 for an employee with immediate family.

292.3 Authorizing or approving claims in excess of flat allowance. The Postal
Service may authorize or approve an amouni for miscellaneous expenses that is
greater than that specified, if you can support your request with an acceptabie
statement of facts and paid bills or other acceptable evidence justifying that amount,
However, the total amount of your allowance may not be more than your basic
salary at the time you report for duty, for 1 week if you have no immediate family
or for 2 weeks if vou have an immediate family. {(You are encouraged to itemize
expenses if the flat misceliancous expense allowance does not cover your actual
expenses and the amount does not exceed the criteria stated above.)

292.4 Claiming miscellanepns expenses. You must ciaim the miscelianeous expense
allowance on Form 4871, Relocation - Miscellaneous Expense Allowance Claim. (See
Exhibit 292.4.) ¥f you claim the standard alfowance, indicate the allowable amount in
the space provided on the form (Claiming standard allowance of $------{either $1350
or $300 depending on family status}),
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2925 What the allowance does not cover. Examples of the types of cosis that are
not reimbursable under this allowance include:
a. Losses in seiling or buying real and persenal property, and the cost of items
. refated to those transactions.
b, Cost of additional insurance on household goods and personal effecis while
they are being moved to vour new official station. or the cost of loss or damage 10

. that property.

: ¢.  Additionai cost of moving household goods and personal effects caused by
exceeding allowable weight limits.,
d. Costs of newly acquired items, such as the purchase price or instzHation cost of
new rugs or draperies.
¢. Higher real estate, income, sales, or other iaxes as a result of relocating.
f. Fines for traffic infractions while you or your family are en route 1© the new
official station.
g. Accident insurance premiums or liability costs in connection with traveling 10
your new official swation, or any other Hability yvou incur for uninsured damages
from accidents for which you or a member of your immediate family is responsi-
ble.
h  Losses resulting from selling or disposing of personal property which you do
not consider convenient or practical to move.
i. Damage or loss of clothing, luggage, or personal effects while traveling to the
new official station.
j.  Subsistence, transporiation, or mileage expenses greater than amounts reim-
bursed as per diem or other allowances under these regulations,

. k. Medical expenses resuiting from iliness or injuries 1o you or a member of vour
immediate family while er route w0 your new official station. or while living in
temporary quarters at Postal Service expense.

{. Costs connected with structural alterations, remodeling, or modernizing living
guarters, garages, or other buildings to accommodate POVs, appliances, or equip-
ment; or the cost of replacing or repairing worn out or defective appliances or
equipment shipped to the new location.

m. Expenses relating to animals,

' 293 Exception

A commission (broker’s fee) paid to obtain rented quarters is reimbursable as &
miscellaneous expense in those areas where such a fee is the esiablished praclice,
such as New York City.

Handbook £-12, June 1881 11
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Rejocation Policy
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Exhibit 291, Form 4871, Relocation-Miscellaneous Expense Allowance Claim, Non Bargaining Employees
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Relocation Poticy Exhibit 2324

__,’ Relocation — Miscellaneous Expense Allowance Clalm

s STNTL
o of Tayme (e ML L) Locim: SRy MU Spsctie Trintl Craas Soimaar
:] hn (=] T;ﬂ#ﬁ‘ﬂf 233"1«}5’“{97‘3‘? COMBYP ~ o -~ GO2
Acsewar of Oftaw Dty Sa
L. Roaen -Sa1)
I | clalm standard sl ot §_Foo. 00
11 heraby make cibim for miscellansous sxpensss Mrrld In sxcens of the sllownbis meximem (12, Part 288):
2 1 ar: appiying $ 1@ my owtstanding sdvance.
Gate Naturg o Expense Amourt
it
Subiotat s
Amcunt applied to { }
eutstandivwy achance
Towt {§
SrELS of Dimie ] . i e ,gidtl‘t . [=™.")
1 G Tansels, 3/l A»m d.,:ép:j 3/ifas
k"] N
Gene vl (3t ..
}ccoun'fm “Tech, Assebs o %‘ 8 iToms Livision
smwmcn nmmmmamanmamﬂqwupmmhcuw 0 o irpe for 5 s o S {19 LSS0
‘hs inmd ;u.sx‘.:awmmﬂ- e wilf bw et your S ey wrparam fu i Ative usk. S lorvecion: Rty b duckoned
mwﬁhawmbmehmﬁmuu o, B o W At i Az J.kw;mxmmmumnwsuwnuw
ATy Ml Sl B 3 TG, T i e 04
wmummgmmumm amwsmmmqubmuwmnhWMMbmnum
e 5 ool FECH coompini B! sshi LPSHTS e 25 CFR 12 30 a0 LatFnc Fubic & g an o) Sock of LTSRS Snpcoe uet o e

H-ls,mmw o ae £¥0e uwmnmmm rehbinc paacnas uarice. T Compistion of B, o i vola iy, howewer, T is SomEzch & A prviaee, you ey
0 2 2] By T ! AN ST

£5 Form 4871, Cescbar 1990

-

Exhibit 292.4, Form 4871, Relocation-Miscellaneous Expense Allowance Claim, Bargaining Employees
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Relocation Policy 312.4

Chapter 3
Advance Round Trip and En Route Travel

310 Taking an Advance Round Trip

311 General rule

When circumstances warrant, the appropriate approving official may authorize travel
and expenses for one round wrip for the purpose of seeking a permanent residence or
mobile home site at the new official station. You may take this trip with yvour spouse
or either of you may take it alone. 1f vou take this 1rip, you must take it before you
report Lo vour new official duty station. If vour spouse takes this trip instead of you,
he or she emust take it before vour family moves 10 the new duty station, but not
later than 2 vears from your reporting date. New employees and their spouses will
not be allowed an advance round trip unless an officer of the Postal Service
authorizes .

312 What will and will net be autheorized

312.1 Authorizing the advance round trip. The advance round trip is for the
purpose of locating permanent housing. In deciding whether to authorize an advance
round trip, the approving official will consider whether the trip will limit time you
spend in temporary quarters. If an advance round tip is authorized, you must meet
all of the following requirements:

a. You have formally agreed o transfer to the new duty staton; and

6. You have signed Form 178 and it is on file.

312.2 Amount of time for the advance round trip. The Postal Service will allow a
reasonable amount of time for the advance round trip, considering the distance
between old and new duty s1ations, the mode of transportation 1o be used, and the
housing situation at the new location. In no case will the Postal Service pay for an
advance round trip of more than 10 consecutive calendar days (9 nights of lodging),
including travel time. In authorizing a mode of wransportation, the Postel Serviece will
allow for minimum time en route and maximum time at the official station locality.
You will be on working status during the period of absence for the approved round
trip and wiil not be charged leave.

Note: Non bargaining employees are allowed two round trips, if necessary. Each trip
can not exceed 10 days and @ nights.

312.3 Authorizing a POV. !f the Posal Service authorizes the use of a POV, your
mileage will be reimbursed at the mileage rate shown in Appendix B, part L. B,

312.4 Autherizing local transportation. The Postal Service will allow reasonable
expenses for local wansportation in the locality of the new official duty station.
However, you should request that realiors provide transportation when helping you
locate a new home. While use of 2 POV or public transportation where applicable is
encouraged, claims for expenses related 1o the use of rental cars or taxis may be
reimbursed. However, you should always obtain the lowest cost rentals.
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Retocation Policy

320 En Route Transportation Expenses

330 General Rules on Subsistence Expenses

18

312.5 Claiming per diem, lodging, and personal phone calls home expenses for the
advance round trip. If you or your spouse take the advance round trip alone, you
may claim the quarterly per diem (see Appendix B) and actual lodging expenses. If
you and your spouse take the advance trip together, subsistence is as follows:

a. For you! Standard quarterly per diem plus actual lodging.

6. For vour spouse: 75 percent of the standard quarterly per diem raze,

For advance round trips to Alaska, Hawaii, Puerto Rico. or United States
possessions, per diem for you is allowed at the rate published by the Department
of Defense in Civilian Personnel Per Diem Bulletins, Per diem allowance for your
spouse is 75 percent of the rate allowed vou.

One phone call home. per 24-hour period, may be reimbursed when the em-
ployee’s immediate family does not accompany the employee {or the employee
does not accompany the immediate family) on the advance round trip. The length
of the reimbursable phone call may not exceed 5 minutes. The least expensive
means of placing the phone call must be used. when possible. Posial Service owned
or leased phone lines may be used for placing these calls. If Postal Service owned
or leased lines are not used for these calls, you may claim the expense on your
Fore 1012, Travel Voucher (no receipts are necessary). Questionable costs may be
subject to chalienge or request for clarification by approving officials.

312.6 Declining the transfer. If, after making an advance round wip, you decline
the transfer, you must repay the Paostal Service for all travel and transportation
expenses for the trip.

Whes an employee or new appointee uses a POV for traveling to the new duty station, this use is
considered advantageous to the Postal Service, Mileage will be reimbursed at the rates listed in

Appendix B.

331 Driving distance requirement
The Postal Service will pay per diem allowances on the basis of total time required o
complete the trip. You must average a driving distance of at least 300 miles per day.

332 Computing per diem for minimum driving distance

When computing the per diem amount for a prescribed minhmum driviag distance
per day, the Postal Service will allow one quarter of per diem for each one-fourth of
the prescribed minimum driving distance. Thus, you would be entitled to one per
diem period for each 75 miles or fraction of it

333 Deviating from the acceptable route

if the actual travel involves departure andior destination points other thas the old
and new residence, the mileage reimbursement and per diem allowance may noi
exceed the amount which would be paid for the wip from the old official station to
the new official station.

334 Personal phone calls home while en route

One phone cali home, per 24-hour period, may be reimbursed when the employee
and the employee’s immediate family do not travel to the new duty station at the
sarne time. The length of the reimbursable phone call may not exceed 5 minutes. The
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Retocation Policy 3354

least expensive means of placing the phone call must be used, when pessible. Postal
Service owned or leased phone lines may be used for placing these calls. If Postal
Service owned or leased lines are not used for these calls, you may claim the expense
on Form 1012 (no receipts are necessary). Questionable ¢osis may be subject 1o
challenge or request for clarification by approving officials,

335 Amount of alowable subsistence expense for en route travel

335.1 Expenses for lodging and per diem. You and vour family, or your spouse and
your family, are entitled 1o acwual expenses for lodging, plus the following:

a. For you: Appropriate quarterly per diem rate.

b. For vour immediate family members: 75 percent of your per diem rate.

3352 Expenses for spouse when Iraveling alone. When your spouse i$ not accom-
panying you but travels at 2 different time, your spouse’s per diemn will be at the full
quarterly standard per diem rate.

338.3 Exclusion for the 16-hour rule. The limitation provision that allows no per
diemn for wavel less than 10 hours does not apply t0 en route wravel. The per diem
rate is listed in Appendix B,

335.4 Example of en route travel voncher, Refer 1o Exhibit 335.4 for an example of

a voucher prepared for claiming this allowance. You must supply lodging receipts to
support the ¢laim on the fravel voucher,
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Exhibit 335.4 (page 1) Relocation Policy
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. Relocation Policy 413.21

Chapter 4
Transporting and Temporarily Storing Personal Property

410 Making Shipping Arrangements

411 General

Non bargaining emplovees raust use the services of a RMF for the transportation and
storage of personal property. (See part 412.) Bargaining employees must make their
own arrangements for transporting household goods and personal effects. (See pan
413.) Parts 420 through 440 apply 10 both non bargaining and bargaining empioyees.

412 Non bargaining empioyees

432.1 RMF services. The Postal Service has contracts with wwe RMFs 1o provide
refocation services 10 non bargaining employees. The RMF wili coordinate activities
associated with the shipment of household goeds, such as: (a) appointing a coordina-
tor to review procedures with the transferee and establishing a moving date; (b)
selecting a qualified van line and/or agent; (¢) monitoring packing, loading, and
arrival schedules; (d) resolving and processing any damage claims; (e} providing
$£50,000 {maximum) current replacement vaiue insurance on houschold goods; (f)
transporting or arranging for the wansport of a second automobile owned by the
transferee or the transferee’s immediate family (see part 422 for conditions); and (g)
storing household goods up to 60 days, if necessary.

. 4$12.2 Activating the RMF. After obtaining approval of the relocation travel orders -
) Form 178 - and after the transferee signs the relocation agreement section, the
respensible manager of the receiving installation in which the transferee is being
reassigned must prepare Form 8059, Request for Relocation Management Firm (RMF)
Service. {See Exhibit 412.2.) The form must be immediately transmitted to the
Refocation Management Section, San Mateo PDXC, 2700 Campus Drive, San Mateo,
CA 94497-9420. The San Maiweo PDC will contact the appropriate RMF coordinator,
who in turn wiil contact the transferee o begin making the necessary arrangements.

413 Bargaining employees

413.1 Obtaining estimates, Bargaining employees must arrange for transporting
household goods and personal effects. You must obiain at least two estimates from
recognized professional moving firms and use the lowest estimate. You must attach
copies of the estimates to any reimbursermnent voucher. If you do not use the mover
that gives the lowest estimate, you must get advance approval from the approving
official in charge of your new duty station. You mast attach the justification and the
approving official’s writien approval 10 the reimbursement voucher. if a voucher
does not have copies of the two estimates and, where appropriate, the official’s
approval for using other than the least costly moving firm, the San Mateo PDRC will
reject the voucher until you provide the necessary documentation,

413.2 Determining the weight of property
413.21 How to figure crated and uncrated weight. When property is shipped
uncrated, as in a household mover’s van or similar conveyance, the net weight is the

actual {gross) weight, inciuding containers and packing materials. When the property
. is transported crated, the net weight i3 computed as 60 percent of the gross weight.
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Relocation Policy
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413.22 Constructive weight. If the gross weight cannot reasonably be determined,
figure the net weight from the cubic measurement, oo the basis of seven pounds per
cubic foot. This is calied constructive weight. If no adequate scale is available at the
point of origin, at any point en route, or at the destination, you may use a
constructive weight based on seven pounds per cubic foot of properly loaded van
space. The constructive weight aiso may be used {8} for a part ioad when the weight
couid not be obtained withour first unloading it or other part loads that are carried
in the same vehicle; and {b) when the houselicld goods are not weighed because the
carrier computes charges for a ocal or metropolitan area move on a basis other than
the weight or volume of the shipment. In these cases, however, you should obtain a
statement from the carrier showing the amouni of properly loaded van space
required for the shipment. If you obtain neither an actual nor estimated weight
certificate. vou should inciude a fetter of explanation with your claim.

413.3 Weight limitations

413.31 Weight of household goods. The weight of household goods and personai
effects which may be transported or stored at Postal Service expense must not exceed
18,000 pounds net weight, regardiess of family status. I household goods exceed the
authorized weight limitation, the reimbursable cost will be based on the foliowing
formala:

Authorized Weight/Actual Weight x Total Cost = Reimbursable Cost

Example: An empioyee transports 19,000 pounds, at a cost of §1,200. The authorized
weight is 18,000 pounds. The calculation for reimbursement is:

(Authorized weight) = 18,000 ibs. x $1,500 = $1.800
{Actual weight) = 19,000 Tbs.

Note: When an additional POV is authorized and you ship it with household
goods, its weight is not included in the 18,000 pounds net weight.

413.32 Weight of professional books. I you ship professional books needed for
performing your official duties, and the weight of these books csuses the household
goods shipment 10 exceed the maxirnum weight allowance, the professional books
may be transported 1o the new official station as an administrative expense not
chargeabie 10 travel and transporiation accounts. The appropriate approving officiai
must authorize this shipment,

413.4 Anthorized points of origin and destination for shipments

413.41 Allowances/reimbursements that the Postal Service will pay. The Postal
Service will pay allowances or reimbursements for transporting household goods
regardless of origin and destination. The total amount reimbursable, however, must
not exceed the cost of transporting the property in one lot by the most economical
route from the last official residence of the transferring employee {(or piace of actual
residence of the new appointee at time of appointment) 0 the new official residence.

413.42 Expenses that the Postal Service will not pay. The Postal Service will not
aliow expenses for transporting property acquired en route.
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413.82

413.5 Renting a U-Haul-type trailer or van

41351 Documentation and reimbursement. If vou choose 1o personally transport
your belongings by renting a U-haul-type trailer or rental vehicie, the Postal Service
will reimburse you for only the actual costs you incur. You must support your costs
with receipts from the restal company and, where applicable, with receipts for fuel
and tolls. Packing materials and other customary services and eguipment supplied by
the vehicle rental agency are reimbursable but must be cleasrly reflected on the
billings that the rental agency provides. If you obiain packing materials or equipment
from other than the remat agency, receipts are reguired.

413.52 Other incidental expenses. If you obtain advance written approval from the
official who will approve the relocation voucher{s), the Postal Service wiil reimburse
incidental expenses such as reasonable mileage driven to obiain the trailer/truck or
manpower oading assistance from a commercial establishment {or elsewhere). In this
case, you must submit acceprable documentation 10 the approving official.

413.83 Acceptable decnmentaticn. The documentation may be in the form of
canceled checks or signed receipts. along with a copy of the advance approval. These
papers must be attached to your reimbursement voucher{s).

413.54 Reimbursement Himitation. The total reimbursement for these charges may
not exceed the cost of commercial moving services.

413.6 Reimbursement for temporary storage, The Postal Service will reimburse
expenses of temporarily storing household goods for a period of 60 days or less. The
Postal Service may allow an additional period of 30 days when you return to your
place of residence for leave before serving a new tour of duty outside CONUS 2t a
different post of duty.

413.7 Insuring preperty. When property is shipped or stored, a small amount of
insurance is usually inciuded in the basic charges. However, you can get a larger
amount of insurance i you pay the additional cost. The Postal Service will not
reimburse this additional cost.

413.8 Expenses for temporary storage within CONUS

413.81 Temporary storage expenses. The Postal Service will reimburse you for the
cost of temporarily storing household goods that are within the applicable weight
fimit, You will be reimbursed for the aciual costs of storage, including in and ocut
charges and necessary drayage {cartage).

413.82 Documentation you must supply. You must suppont vour claim for re-
imbursement with a copy of the paid bill of lading, including a copv of any attached
weight certificate, if one was issued. If there was no bill of lading, you must submit
other evidence showing the point of origin, the destination, and the weight of the
goods. You aiso will need to submit a copy of the paid bill for any storage costs.
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428 Relocation Policy

420 Transporting POVs
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421 Conditions for transporting a POV

The Postal Service may authorize transportation of a POV in connection with a
transfer or assignment to a new official duly station. This authorization will oaly be
made if vou bought the vehicie before you became aware that you would be assigned
1o a new duty station 1o which the transportation of a vehicle would be authorized.

422 Conditions for transporting more than one POY

LUinder any of the following circumstances, the Posial Service may autheorize moving
more than one POV

a. If there are more members of your immediate family than can reasonably be
transporied with luggage in one vehicle.

b, lf because of age or physical condition, it is necessary to transport one or more
members of vour immediate family in one vehicle, and 2 second vehicie is required
for the other members of the family.

¢. if vou must report to the new official station ahead of members of your
immediate family. '

d 1f a member of your immediate family travels unaccompanied between
authorized points other than those for your travel

e 1f vour immediate family members. for an acceptabie reason, must ravel 1o the
new official station ahead of vour reporting date.

f. if the Postal Service considers that the second vehicle is necessary at the new
location for vou to report o duty on a daily basis, L.e, both you and your spouse

are emploved and need w0 gel w0 work or 1o commuter lines, Or your new
residence is inconvenient to public transportation.

430 Reimbursable Expenses for the POV

o
R AT

431 Costs of transporting an additional POY

a. If vou or 2 member of your family drives the additional authorized vehicle to
the new guty station, mileage allowances will be a1 the rate listed in Appendix B

b If it is impractical 1o drive the additional vehicle to the new duty station
(because of weather conditions, distance, etg.), the Postal Service will {1) for non
bargaining personnel, assign a RMF 1o provide services for shipping, or (2} for
bargaining personnel, reimburse the cost w0 wansfer one POV by rail, truck,
driving service, or shipment with household goods. If the POV is shipped as
household goods, the weight of the vehicle will not be included in the weight
Hmitation. You wiil be reimbursed at the rate of the most economical method
availabie. You must provide a cost comparison.

432 Costs of transporting POV(s) from/to outside/inside CONUS

When it is necessary 10 ship a POV, i.e, from Hawaii 10 the mainland and vice versa,
the Postal Service will allow all necessary and cusiomary expenses, including crating,
packing expenses, shipping charges, and port charges for readying the vehicie(s) to be
shipped from the port of debarkation. If you make a separate trip t0 a port o
deliver or pick up the POV, the Postal Service will not allow per diem, but will allow
one-way travel cost or one-~way mileage.
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440 Transporting Mobile Homes-Receiving an Allowance

If you are entitled to have your household goods transporied, you may choose to take &n ailowance
for transporting a mobile home that vou will uvse as a residence. Before you can receive this
alfowance, you must certify in writing on the travel voucher that you and your immediate family will
live in the mobile home at your destination.

Note: Allowances for transporiing mobile homes arg in addition o payment of per diem, mileage,
and transporiation expenses for vou and your immmediate family.

441 Computing distances

In transporiing a mobile home in CONUS. your claim for reimbursement will be
limited 1o mileage via the most direct route from your former residence to vour new
residence, -

442 Computing allowances

442.1 Transportation by & commercial carrier - limitations. The allowance includes
the carrier’s charges for blocking and unblocking and for actually iransporting the
mobile home, not 10 exceed the applicable tariff approved by the Interstate Com-
merce Commission (or appropriate State regulatory body for intra-state movements)
for transporting a mobile home. This allowance also includes the following:
a. The carrier's charges for preparing the mobile home for movement, unblock-
ing, unskirting and setting up at destination, re-blocking, and reskirting, You must
attach a copy of a paid bill to the trave! voucher.
b. Ferry fares and bridge, road, and tunnel tolls.

; ¢. Taxes, charges, or fees fixed by a State or other governmeni authority for
permits to transport mobile homes in or through is jurisdiction, and carriers’
service charges for obtaining necessary permits,

442.2 Nonreirnbursable items. Allowances do not include costs of maintenance,
repairs, storage, insurance for valuing the home above the carriers’ maximum
responsibility, or ceriain charges designated in the tariffs as "Special Service." (These
would include such special services as packing and unpacking, which are necessary or
desirable but which, uniike pilot cars required by State law, are not essential to
irangporting a mobile kome from point 10 point.}

442.3 Transporiation by other than commercial carrier. I, instead of using a
commercial carrier, you tow the mobile home with a POV, the Postal Service will
pay i1 cents per mile 1o cover all transportation costs for the mobile home. Thus,
you would not claim ferry fares, bridge, road, tunnel iolls, and other charges as
separate expenses. If vou have not already been paid for travel 10 your new official
duty station, you may claim the 11 cenis per mile in addition 1o the standard mileage
rate you claim for the POY.

442.4 Mixed method transportation. If you use a commercial carrier and towing for
transportation, you must foliow the rules in sections 442.1 and 442.3 for determining
reimbursement.

443 How much you may claim

‘The izl amount that the Postal Service will pay for transporting a mobile home will
not be more than the maximum amount that would have been aliowed for transport-
ing household goods and storing them for 60 days.

Handhook F-12, June 1311 &7



Exhibit 412.2 Relocation Folicy

1

Request for Relocation Monogement Firm (RMF) Service -

———
LUslTE D STAT;
Lok

RELOCATION MANAGEMENT SECTION
SAN MATEC POSTAL DATA CENTER
2700 CAMPUS DRIVE

SAN MATEQ CA 54437- 9510

Please request services Hom an appropriate RME for the employee named below,

Name of Transioreg e Sommemereiad Muffier
dehn A Doe 180} RGB— ek x
Eomal Seouriy Nurmbe: Ot FEM Nesmiber
ALT-6I~ 4324 { Q03) Fol ~ X oW
Mg R/ Ngw Frnante Mumber Horme Nosmber
7F 01948 (30] ) TEE- XXX X
ascress of Ofd Ressdende {tor AW 10 gtk up hausehld goods) Lipdrass 4 Mew Resitence for IMF o apiver housenot? goods)
M Avadabie
oo Faseo
Kansas City MO
4 LHlD-~B28 |
ADDTEsS O ew Thaty Station . heew D Murnber
Assets g qu ables Sqrtems Division
Ropm EZR0O (o3I 208w XXX
uspsﬁwiuﬂﬂtt"—f Erratoyses B e Ol
475 1 Enfant fiaze, s e ™
Lington D0, ease-S2l -1z -9
Check the sppropriate boxtes) for the services
reguested

Household Mo Srgrature of Appriving bt

Goods Purchese
i b N
EAS K Yes i o Devianon Bates Typea Al Taie 91 Agpriv g ORticat

l
' Geerae, A Sm'uﬁz ﬁgmi Mmqt!'
- PCES es i

Em] l ) ves Cttice Mame

Office of Accouiling s Apits o Buables Slirsty

PSForm BSOS, Moy 1980

Exhibit §12.2, Form B0S9, Request for Relocation Management Firm (RMF) Service

28 Hantibook F12, June 1591



Relocation Policy S12.44

. Chapter 5
Temporary Quarters

510 Allowances for Temporary Quarters 3l i % 7 e

. 511 Pefinition

Temporary quarters refers to any lodging obtained from commercial sources which
you and/or your immediate family members occupy temporarily. Quarters are not
temporary if the lease is for more than 60 days. In addition, quarters are not
considered temporary if you move vour household goods into them. Temporary
quariers are meant © be used only uniil you can move into & permanent residence.

512 Conditiens and limitations on temperary quarters

512.1 Ledging with friends or relatives. You will not be reimbursed for wemporary
quarters lodging expenses if you stay with friends or relatives.

3$12.2 Qccupying temporary quarters that become the permanent residence. H you
occupy temporary quarters that eventually become your permanent residence, you
may be paid a temporary quarters allowance if you can show that you initially
intended the guarters 10 be only temporary. The approviag official wiil consider such
factors as: the duration of the lease. whether vou moved household effects into the
quarters. the type of guarters, expressions of intent, gitempls 1O secure 4 permanent
dwelling, and the length of time vou occupied the quarters.

. 512.3 Renting. H you rent g residence you are arranging to buy at the new station,
the residence may be considered temporary quarters until vou have closed the
purchase transaction or until the aliowable time limit for temporary quarters expires,
whichever ocours first. The maximum that the Postal Service will allow is the actual -
rental fee (no subsistence is aliowed) or the maximum amouni allowable in paris 533
or 534, whichever is jess. You must show cost comparison on the wavel voucher.

5124 Determining temporary quarters starting/ending periods. When computing
temporary quarters allowances, you must consider the following:

512.41 En route 24 hours or more. If vour en route travel takes 24 hours or more,
and you begin to cccupy temporary quarters on the same day that the en route travel
ends, the first per diem period for temporary quarters will be the calendar day
quarter after the last calendar day quaner for which travel per diem is paid.

512.42 En route 24 hours or less. H vour en route travel takes 24 hours or less, and
vou begin to occupy temporary guarters on the same day that the en route travel
ends, the first per diem period for temporary quarters will be the calendar day
guarter during which travel per diem ends,

512.43 All other cases. In all other cases, the period will be computed from the
beginning of the calendar day quarter for which you claim reimbursement for the
temporary quarters subsistence, provided you or your family occupies the quarters in
that calendar day.

512,44 Occupying permanent quarters. On whatever day within the authorized

temporary guarters period you begin 10 occupy permanent guarters, the temporary
. quarters period will be continued for that day.
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520 Limitations

30

512.5 Exception-daily commuting instead of temporary quarters. If you wish to
commute daily 10 and from the residence at your former duty station during the
&0-day period (for non bargaining employees) or 30-day period (for bargaining
employvees) allowed for temporary quarters, instead of renting temporary quarters,
you must request an exception from the approving official for your travel voucher
The request for exceptions of this nature must originate with you and must be routed
through the appropriate chain-of-command. Each member of the chain-of-command
must attach a recommendation to your request. If the exception is allowed, it cannot
be for more than 60 consecutive days (for non bargaining employees} or 30 days (for
bargaining employees). Reimbursable costs must not exceed the cost of temporary
quarters for 63 days or less {for non bargaining empiovees) or 30 days or less {for
bargaining employees) at your new duty station. You must include a detailed cost
comparison as part of your request. In addition, you must irclude lodging costs as if
you had used temporary quarters and had claimed per diem versus mileage at the
current travel mileage allowance.

Note: The official who has the authority 10 approve the employee’s travel voucher
makes the fina decisien on these requests for exception.

on Temporary Quarters i

521 When you must begin using temporary guarters
You must begin using temporary quarters no later than 60 days (for non bargaining
employees) or 30 days (for bargaining employees} from the date

a. You report for duty at your new official station: or

b. Your family moves out of the residence at your old official duty station.

522 Authorizing expenses for temporary quarters

522.1 Temporary quarters time period. The appropriate approving official may
authorize subsistence expenses for temporary quarters for a maximum of 60 consecu-
tive calendar days (for non bargaining employees) or 30 days (for bargaining
empiovees). If temporary quarters are occupied for any part of a day, it counts as
one day of the authorized maximum number of days. The approving official may
reduce or disallow allewances for temporary quarters if.

a. You have made a round trip 10 seek permanent residence quariers, or

b As a result of extended temporary duty at the new official station (detail} or

other circumstances, you have had the opportunity 1o make arrangements for

permanent quarters, or

¢. The approving official determines that you have had enough time 1o find

permanent Guarters. :

5222 Interruption of temporary quarters. The 60 consecutive days (for aon
bargaining employees) or 30 consecutive days {for bargaining empioyees) may be
interrupted only for the following reasons:

a. Time spent in official travel status.

b. Scheduled vacation leave that the emplovee cannot change.

¢. Other extenuating circumstances over which the employee has no control, such
as a death in the family.
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532

530 Allowable Reimbursement for Temporary Quarters

523 Trips home during time period for temporary guarters

£23.1 Return trips home. A weekend trip home for personal reasons does not end
your temporary quarters allowance. However, the days home are counted toward the
total 60 days (for non bargaining employees) or 30 days (for bargaining employees).

523.2 Limitation on reimbursements during return trips heme. The Postal Service
does not allow subsistence expenses while vou are at home. However, if you can
show by cost comparison that the round-trip expenses would not be greater than
expenses incurred while in the temporary quarters site, the Postal Service may
reimburse vou for the costs of traveling home and returning to the temporary
quarters. You must discuss this with the official who approves the voucher before
arbitrarily returning home and subsequently claiming related expenses.

524 Occupying temporary quarters in more than one location

You may occupy emporary guariers at one location while members of your imme-
diate family occupy quarters at another location. However, the temporary quarters
period will end when you or vour immediate family occupies permanent residence
quarters, or when the allowable time [imit for temporary guarters expires, whichever
occuss first.

S ',-:-.}s.;?\ oy

SR

531 Reimbursement for actual subsistence expenses and personal phone
calls home

You will be reimbursed for actual subsistence expenses you incur while in temporary
quarters, up to the maximums set forth in pars 533 and 534. The subsistence
expenses you claim must be related to temporary guarters and must be necessary 10
one’s existence, such as food, laundry, or dry cleaning. Subsistence itemns basically
inciude only consumable food products. Subsisience expenses do not inciude items of
clothing, toothpaste, toothbrushes, razor blades, hair care products, small kitchen
appliances, etc. You will not be reimbursed for any expenses for local transporiation
while you occupy temporary quarters.

One phone call home. per 24-hour period, may be reimbursed when the employee’s
immediate family does not occupy temporary quariers with the employee. The length
of the reimbursed phone call may not exceed 5 minutes. The least expensive means
of placing the phone call must be used, when possible. Postal Service owned or
leased phone fines may be used for placing these calls. If Postal Service owned or
leased lines are not used for these calls, you may claim the expense on your travel
voucher, Form 1012 {no receipts are necessary}. Questionable costs may be subject W
chaltenge or request for clarification by approving offitials.

532 Obtaining required receipts

You must obtain receipts for each item of subsistence expense in excess of 3135,
including food (receipts from grocery stores), meals, lodging, dry cleaning, and
laundry. If you enter into arrangements for leased lodging and claim temporary
quarters lodging expenses for the period in which the lease is in effect, you must
submit a copy of the lease agreement with each voucher
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533 Computing the maximum-bargaining employees

533.1 Temporary quarters subsistence expense. If you are a bargaining unit
employee, the amount you may be reimbursed for subsistence expenses for tem-
porary quarters in CONUS will be the lesser of cither (a} the actual amount of
allowable subsistence expense you incur for each 10-day period; or {b) the maximum
amount computed as follows {a standard lodging rate of $25 will be used to compute
the temporary guarters ailowance):

a. Daily rate for the first 10 days:

t1; For you. three-quarters of the sum of the per diem and standard lodging
raie. . -
12)  For each member of your immediate family,- two-thirds of the rate
established for you.

b. Daily rate for the second 10 days:
f11 For you, two-thirds of the daily rate established in a{l).
12} For each member of your immediate family, two-thirds of the rate
established in a{2).
¢, Daily rate for the third 10 days and for any portion of an authorized additional
30-day period:
i+ For you, one-half of the daily rate established in a(l).

{2/ For each member of your immediaie family, one-half of the daily rate
established in a(2).

533.2 Family entering temporary quarters subsequent 10 employee. I yvou occupy
emporary quarters and are subsequentiy joined by your family, the family rates
ailowed will be the rate for the 10-day period that you are in at the time your family
comes into the temporary quariers.

533.3 Per diem outside CONUS, When you are mansferred 10 or between stations
tocated outside CONLUS, the sum of the per diem and standard lodging aliowance
should be replaced with the per diem authorized by the Department of State or
Deparmrnent of Defense, whichever applies.

5334 Claim for subsistence expenses-termnporary guarters. When you ciaim re-
imbursement for occupying temporary quarters, use Form 4872, Claim for Subsis
ience Expenses-Temporary Quarters. (See Exhibit 533.4)) Add together all allowabie
subsistence expense items for each {0-day period you claimed.

5335 Limitation of reimbursement. The Postal Service will compare the total
amount of your actual expenses t¢ the maximum amount allowable for the period.
You will be reimbursed for the lesser of these two amounts. See Exhibit 533.4 for a
sampie voucher.

Example: the sum of the per diem (average cost area = $26) and standard lodging
allowance {$25) is $31. If a bargaining unit émplovee, spouse, and one dependent
child occupy temporary quariers for 15 days, the employee could claim actual
expenses up 1o the maximum amount compuied as follows:

st 10 days  Employes, 10 days at $£38.25 £382.80
Spouse, 10 days at 25.50 255.00
Chiig, 10 days at 25.50 255,00
Maximummn aliowabie, 10 days at 3892.50
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2nd 10 days  Employee, 5 days & $25.50 $127.50
Spouse, 5 days at 17.06 B&.00
Child, 8§ days at 17.00 85.00
Madmum allowable, § days 22907.50
Maximum allowabie, 18 days $1,120.00

Handbook F-12, June 1591

334 Computing the maximum-non bargaining employees

534.1 Temporary guarters subsistence expense. If vou are a non bargaining
employee. the amount you may be reimbursed for subsistence expenses for temn-
porary quarters in CONUS will be the lesser of either {a) the actual amount of
aliowable subsisience expense incurred for a 60-day period; or (b) the maximum
amount computed as follows (a standard lodging rate of $39.50 wili be used 10
compute the temporary quarters allowance):

Daily rate for 60 days:

a. For you, 80 percent of the sum of the per diem and standard iodging rate,

b. For each member of your immediate family, two-thirds of the rate established
for you.

534.2 Limitation of reimbursement. The Postal Service will compare the toal
amount of your actual expenses to the maximum amount allowable for the period.
You will be reimbursed for the lesser of these two amounts. See Exhibit 334.2 for a
sample voucher.

Example: the sum of the per diem (average cost area = $26) and suandard lodging
allowance (332.50} is $65.530. If a non bargaining employee, spouse, and one depen-
dent child occupy temporary quarters for 15 days, the emplovee could claim actual
expenses up to the maximum amount computed as follows:

15 days Empioyee, 15 days at £52.40 £786.00
Spouse, 15 days at 34.93 524 00
Child, 15 days at 3493 52400
Maximum allowable, 15 days 81.834.00

534.3 (Claiming subsistence expenses for temporary quarters. When vou claim
reimbursement for occupying temporary quarters, use Form 4872, Claim for Subsis-
ience Expenses-Temporary Quarters. {See Exhibit 534.2.)

£34.4 Per diemn outside CONUS., When vou are transferred to or between stations
located outside CONUS, the sum of the per diem and standard lodging allowance
shouid be replaced with the per diem authorized by the Deparument of State or
Depantment of Defense, whichever applies.
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Relocation Policy 12

Chapter 6
Real Estate Transactions and Unexpired Leases

610 Conditions and Requirements

e

611 Reimbursement for settlement expenses

The Postal Service will reimburse you for allowable seitlement expenses for:
4. Seliing one residence at vour old official station.
&, Buying or constructing one residence at vour new official station.

¢. Settding an unexpired lease at vour old official station either for the house in
which you fived or for a ot on which you had a mobile home used as residence.

612 Conditions for reimbursement
To be eligible for reimbursement, you must satisfy all of the following conditions:

a. A permanent change of station has been approved and authorized for vou; both
stations are located within the United States and s possessions; and you have
signed Form 178,

b. The title 10 the residence (which may be a mobile home andfor a jot on which
the mobile home is or will be located) at the oid or new official station, or the
interest in a cooperatively-owned dwelling or in an unexpired lease, is (1} in your
name alone; {2} jointly in vour name znd in the name of one Or more members of
vour immediate family; or (3) solely n the name of one or more members of your
immediate family. For disposition of the property at the od duty siation. you (or
your immediate family} musi have acquired the title or interest in the property
before you were informed of the transfer. For ascquisition of property at the new
duty station, you {or your immediate family) must acquire the title or interest in
the property after vou were informed of the transfer.

¢. The expenses of selling or of settling the lease are for your actual residence at
the time you were informed of your transfer to your new official station.

d. The settlement dates for the sale and purchase, or for terminating the lease, are
not later than 1 (initial) vear after the date on which vou reported for duty at your
new official station. If you submit 2 written reguest 1o the appropriate approving

official before the end of the initial vear, this time limit may be extended for up 10
1 addittonal year.

Note: If you encounter unique and unusual circumstances, you may submit a
written request through your instaliation or deparument head to the appropriate
officer for a second extension of up 10 I year, You must submit this request well
before your first extension period expires. Any further extensions must be pro-
cessed using the deviation procedures described in part 180. You must specify
exactly the efforts you have taken t0 market the property and provide documenta-
tion showing a continuous and reasonable effort to complete the transaction. Each
manager in the chain-of-«command must aitach a recommendation with supporting
comments. If an extension is approved, your office must immediately prepare an
amended Form 178 and distribute it

e. You actually paid the expenses. ¥ the residence is a multiple-occupancy dweliing
and you occupy onaly part of it. your expenses will be reimbursed on a prorated
basis. In addition, your reimbursement will be limnited to a reasonable amount

required for the residence site. In no event will you be reimbursed for the
purchase and/or sale of more than five acres.
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613 Relocation Policy

£ Sections 612¢ and 612d do not apply if vouo are a master instructor assigned 1o
the Management Academy, Polomac, MD, and meet these three conditions:

(f} You are assigned to the Management Academy for 3 years or less;
(2t You did not sell your residence at your oid duty siation at the time. you
were assigned to the Academy, or while vou were at the Academy; and ’

{31 Al the end of the assignment, vou did not return to your former duty
S1alion.

Note: The time limits for completing residence transactions in section 612d will
he computed from the date you are assigned 10 the new duty station.

613 Disclosure statements

You must support Form 4877, Reimbursemnent of Real Fsiaie Expenses-Change of
Official Siaiion, with a copy of the disciosure statement required by Regulation 2
issued by the Board of Governors of the Federal Reserve Sysiem and the Truth in
Lending Act. Title 1, Public Law 90-321. for all charges made by the lending
institution toward the purchase of a4 new residence.

Exception: A disclosure statement is not required when assuming the loan from the
setler. A staternent to this effect must be added to Form 4877,

620 Reimbursable and Non-reimbursable Expenses 1%
621 Overall limitations on reimbursement

621.3 Limit-$¢ percent of sales price. The Postal Service will reimburse you for
allowable expenses incurred in connection with selling your residence at the old
official station. The amount of this reimbursement, however, cannot be more than 10
percent of the actual sales price.

621.2 Limit-5 percent of purchase price. The Posial Service will reimburse you for
allowabie expenses incurred in connection with buying a residence at your new
official station. The amount of this reimbursement, however, cannot be more than 5
percent of the purchase price.

622 Broker's fees and real estate commissions

The Postal Service will reimburse a broker’s fee or reai estate commission that you
paid for selling vour residence, as long as the fee or commission does not exceed
customary rates for that locality. No such fee or commission is reimbursable when
vou buy a home at your new official station. If you or 2 member of your immediate
familv receives any compensation for performing brokerage/real estate services, you
must deduct thar compensation from the amount that you ¢laim. '

623 Other advertising and selling expenses
The Postal Service will reimburse the costs of advertising (newspaper, bulietin board,
mualtiple-listing services. or other advertising) 0 sell your residence at your oid

official swation if you have not paid for those services as part of a broker’s fee or real
estate commission.
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624.2

Handbotk F-12, Jund 1991

624 Costs of selling or buying a home

624.1 Legal and related costs of selling or buying 2 home. The Posial Service may
reimburse certain legal and related cosis of selling or buying 2 home. The costs must
meet all of the following conditions:
a. They have not been included in brokers’ fees, lawvers’ fees, or similar expenses
claimed elsewhere.

b. They are customarily paid by the seller in the area of the old official station or
by the buyer in the area of the new official station.

c. They are not more than the amounts customarily charged in the locality of the
residence.

624.2 Reimbursable costs, The following costs may be reimbursed:
Title search,

Preparing an abstract.

Titie opinion.

Lender’s title insurance policy.

Preparing conveyances, contracts, and other tegal documents.

Notary and recording fees,

Surveys.

Drawings or plats reguired for legal or financing purposes.

Customary appraisal costs.

j. Title insurance purchased by the buyer in those localities in which 1t is not
customary for the seller. to furnish either a title opinion or title insurance, or for
the buyer 1o obtain a title opinion.

k. Inspection fees (radon, termite, structural, etc.) required by the lender as z
prerequisite 1o loan approval or reguired by Federal, State, or local statute or
ordinance.

i, Loan origination fee {non bargaining employees only) associated with the
purchase of a residence at the new official duty station. Limited to no more than |
percent of the value of associated loan.

m. Postage/messenger fees charged for the delivery of documents to/from the
agents associated with the saie or purchase (title company, lender, realtor, em-
ployee, etc.}). Such fees must be stated in the closing documents and must have
been paid by the relocating employee as part of the sale or purchase.
Postage/messenger fees must customarily be paid by the seller of the residence in
the locality of the oid official duty station or by the purchaser of the residence in
the locality of the new official duty station. Such fees must not exceed amounis
customarily paid in the locality, The Postal Service will reimburse the actual
amount of postage/messenger fees up to a maximum of $60.00. Amounts claimed
for reimbursement of postage/messenger fees must be iternized in section 7 of
Form 4877. Documentation showing amounts paid must be submitted with your
claim,

n. Artorney’s fees for services required in the sale or purchase of the home. In all
cases, claims must be accompanied by (1) an itemized breakdown for the services
provided; {2} the fees for each item of service; 2nd (3) a statement that each
service for which clalm is made is the accepted practice for the locality of the
residence. '

0. Similar legal costs as described in a-h.

R TN f S T B
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Note: Atorney’s fees are reimbursable only o the extent that they are not for
services also performed by another party (lender, title company, ¢tc.) for which
reimbursernent is being claimed. In some areas, the preparation of documents,
recording of deeds and liens, and the closing are accomplished by the title
company or the lending institution; no attorney services are required. In no case
will attorney's fees be reimbursed for services provided solely at the discretion of
the employee. Litigation costs are not reimbursable.

625 Settlement costs

625.1 Reimbursable expenses. The Postal Service wiil reimburse the following
settlement costs if they do not exceed the amounis customarily charged in the iocality
of the residence and they are customarily paid by the seller in the area of the old
official station or by the buver in the area of the new official station:

a. FHA or VA loan application fee.

& Costs of preparing a credit repor.

¢. Morigage and transfer taxes.

d. State revenue stamps and similar fees and charges.

e,  Mortgage title insurance reguired by the lending institution 1o obtam &
morigage loan (commoenly called lender’s coverage}.

625.2 Other reimbursable expenses, Jf vou are seliing 2 home and the terms of the
mortgage or other security agreement include a prepayment penalty, the Postal
Service wili reimburse the penalty if you had to prepay the mortgage or other
security agreement because you were relocating. in addition, the Postal Service may
reimburse expenses for prepaying a second deed of trust which was executed after
the initial financing of your home. If the terms of your mortgage or other security
agreement specify the amount of the penalty or the basis on which the penalty is
computed, the Postal Service will reimburse the full amount. If no specific amount
or basis of compuuation is specified, the Postal Service will only reimburse an
amount equal to 3 months’ interest on the balance of the mortgage loan. You must
furnish the appropriate documentation to support the amount of reimbursement you
request.

§25.3 The Postal Service will not reimburse the following settlement costs:
Owner's title insurance {for exception, see section 624.2j).
. "Record Titie™ policy.

Insurance against damage or loss of property.

. Interest on loans, points, and mortgage discounts.

Loan commitment fee.

Loan origination fee {bargaining unit employees).

l.oan assumption or transfer fee.

Property taxes.

Operating or maintenance Costs,

J. Tax services. .

k. VA funding fee (see section 625.1).

MGt BRSO B

625.4 Finance charges under the Truth in Lending Act and Regulation Z. The
Postal Service will not reimburse any fee, cost, charge, or expense it determines is
part of the finance charge under the Truth in Lending Act and Regulation Z.
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631.3

630 Submitting a Claim for Reimbursement of Real Estate Expenses

625.5 Constructing 2 house. If vou are constructing a house, the Postal Service will

reimburse expenses comparable to the expenses that would be reimbursable if you
were buying a house,

626 Losses from market condition

The Postal Service will not reimburse vou for losses resuliing from market conditions
and any similar losses.

627 Expenses of settling unexpired leases

627.1 Reimbursement of unexpired leases. Expenses you incur for settling an
unexpired lease {including month-io-month rental} on residence guarters you oc-
cupied at your old official station may include broker’s fées for obtaining a sublease
or the cost of advertising an unexpired lease. These expenses are reimbursable if all
these conditions are met

2. The applicable laws or the terms of the lease provide for pavment of settlement
e€xXpenses:

b. The costs cannot be avoided by subleasing or other arrangements,

¢. ¥You did not contribute to the cost by failing to give prompt and appropriate
notice that vou were terminating the jease after finding out that you were being
iransferred 10 a new official station; and

d.  The broker's fees or advertising charges do not exceed those customarily
charged for comparable services in that locality. You must hemize these expenses
ang enter the total amount on a travel voucher.

627.2 Ciaim for unexpired lease expenses. You must submit this voucher separately
from the ¢laim you make for expenses related to buying 2 home. You must support
each item with a copy of the lease agreement and proof of payment.

631 How to apply for reimbursement and how to document expenses

631.1 Claimn for reimbursemnent of real estate expenses. Prepare Form 4877 {see
Exhibit 631.1}. Enter the iternized amounts you are claiming in the appropriae
spaces on the form. For each expense, attach documents showing that you paid the
expense. ldentify items claimed in item 4 on the reverse side of Form 4877,

631.2 Sabmitting Form 4877. You may prepare a separate Form 4877 for sale and
purchase expenses,

631.3 Documentation required fo support real estate expenses. You mmust submit
one complete set of legible, signed documents or copies of them 1o support the
claim. Copies of the following documents must be iaciuded, if appropriate: (a) the
sales agreement; (b) the purchase agreement; {c) property settlement docurnents, {d}
loan closing statermnents; {e) invoices or receipts for biils paid; and (f) a copy of the
disclosure statement required by Regulation Z and the Truth in Lending Act for all
charges by the lending institution for the purchase of your new home.
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632 How your claim will be reviewed and approved

632.1 Where to submit Form 4877 for review and approval. Submit Form 4877

with supporiing documents 10 reguest reimbursement for sales or purchase ¢xpenses,

for review, adjudication, and signature approval as follows: :
. Transfers w and from Headguarters: Submit 10 General Manager, Assets and
Payables Systems Division. Department of the Controlier, Headqguarters. (This '
authority may be delegated only 1o the Acting General Manager, Assets and :
Payables Systerns Division, Department of the Controller, Headquariers).
b Transfers to and from Field Divisions: Submit to appropriate Field Division

Controlier. {This authority may be delegated only to the Acting Field Division
Controlier),

¢,  Transfers to and from regional offices: Submit to the General Manager,
Accounting and Systems Compliance,

d. Headquarters-related field office transfers: Submit 10 the nearest associated city
Field Division Centroller: and

e. lnspection Service iransfers: Submit 1o Regional Chief Inspector or inspeciors
in Charge, as appropriate.

632.2 Review of real estate expenses. This review will determine whether the
expenses claimed are reasonable and customarily paid by the seller/buyer in the
locality where the property is located. If any expenses appear to be excessive, the
expenses wilt be reduced or disaliowed. The appropriate official will indicate whether
the expenses are spproved or disapproved on Form 4877,

633 How to submit a claim for payment

Forward approved Form 4877 and documentation for administrative approval and
payment of your claim,

634 Administrative approval

634.1 Approving official. The official who approves the travel for change of station
will give final administwrative approval of Form 4877. This official may accept as
conclusive the required prior approval (see section 632.1) concerning reasonable and
CUStOMAry expenses.

634.2 Forwarding for payment. After the appropriate official has given administra-
tive approval, Form 4877 and supporiing documents will be forwarded for payment
in the usual manner.

640 RMF Service for Home Sales &

e

641 Reguirements

This program may be offered to EAS personnel, grade jevel 21 or above (Inspection
Service personnel grade level 17 or above), through a deviation process only. Saved
grade or save rate employees are not eligible. The following criteria must be met
before your request:

a. ‘The title to the residence must comply with the conditions stated in section
612.b.

b. The distance beiween the former residence and the new official duty station
must be at least 70 miles,
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¢. The residence must be marketed at a fair market value set by a knowledgeable

real estate broker, and must be in line with local market conditions and recent
comparable sales.

d. The residence to be sold must be appraised at no less than $30,000 and must be
situated onr no more than one acre of land.

e. The residence has 1w be aggressively marketed 2 minimum of 120 days (a
minimum of 60 days for Inspection Service personnel).

Note: Mobile homes, houseboats, and other simiar residences are not eligible for
consideration.

642 Guidelines te follow when filing Home Sale Devia_tion
The employee must include the following with their deviation request:
a. Copy of the purchase closing statement.

b. The real estate broker(s) report on marketing efforts. which includes length of
market time, list prices. concessions offeror. and copies of the advertisernent.

¢.  Copy of the recent property appraisal, if available. {A property appraisal
conducted by a financial institution is not acceptable.)

d. K readily available. photographs of the property and immediate area, and/or
any other documentation which would support the reguest,

If the request is approved by the transferee’s immediate PCES manager, all
documentation with that manager’s supporting comments must be forwarded to
the Director, Office of Accounting, Headquarters.

The Director, Office of Accounting, will advise the transferee’s immediate PCES
executive of the final decision. If approved, the San Mateo PDC will be requested
to initiate the RMF service for the wansferee. Accordingly, all requests must
inciude the employee’s home and business telephone numbers, the exact address of
the property, the BA code, and the finance number of the transferee’s new duty
station, Appeals on denials are not 1o be honored or directed "up the line”
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Relocation Policy 738

Chapter 7
Relocation as Part of the Management Associate Program

710 Explanation

The Management Associate {MA) program. administered by the division, is 2 management devel 0{3—
) ment program which reguires participanis 1o move about a great deal. Management Associates are

non bargaining unit emplovees assigned to field insiallations. They can be reassigned 10 new sites

throughout the Service as often as every 4 rmonths during their 32 months in the program,

720 What the Postal Service will Pay

721 Reassignment expenses

Each time a Management Associate is reassigned, the Postal Service will pay for
moving household goods, for advance round trips {10 locate housing}, for temporary
quarters. for miscellaneous expenses. and for en route costs, as specified in this
handbook. The Postal Service will do this from the time you are first placed into the
MA Program through vour first assignment after leaving the program. Instead of
being paid for the moving of household goods and temporary quarters, you may
choose 10 move a mobite home and be reimbursed in accordance with part 440 each
time you are reassigned.

722 Real estate transactions and iimitations

in real estate transactions for Management Associates, you may claim costs for only
one purchase and sale of 2 home. The real estate transaction may cover either or
both of the following:

«. The sale of your residence at the official duty station when you were assigned
1o the MA program.

b. The purchase of a residence at the first permanent official duty siwation after

yvou leave the program. You may not clalm costs for selling or buying a residence
at an interim site.

Note: You should file the real estate claim as scon as you have completed the sale
or purchase.

723 Unexpired leases

The Posial Service will allow settlement expenses for unexpired leases at the official
duty station at which you were employed when you were assigned t0 the MA

Program and at the interim sites, if the stipulations in this handbook are met. {See
section 627.1.}

730 Assignment to a Previous Site

Management Associates are sometimes assigned at the end of the program 10 a site from whzch zhey
have previcusly moved (and received relocation benefitsy. In such cases, the Postal Service will
consider the assignment to be an official change of swation. The Postal Service will pay all normal

refocation costs {consisient with the provision of parts 310 and 510} for temporary guariers, storing
household goods, and advance round 1rip Or €n route expenses,

Hangbook F-12, June 1801 51



740 : Relocation Policy

740 Time Limits for Settling Real Estate Transactions

741 General ruile

You must settle real estate transactions (selling and/or buying a home or erminating .
a lease} for which vou request reimbursement within § vear after the date on which

you report for duty at your first duty station after vou complete the MA program.

This time limit may be extended by the appropriate approving official for up to 2 .
additional years {see section 612.d). The transaction wmust be reasonably related w0

the transfer of official station.

742 Unusual circumstances

if vou encounter unique and unusual circumstances, vou may scbmit a written
reguest to vour installation department head for a second exiension of up 10 1 year.
You must submit requests of this nature welt before the first exiension period expires
10 the respective officer for approvalidenial. For other exceptions, follow the de-
viation procedures described in part 180

When vou apply for an extension, you must specify thé efforts you have taken to
market the property. You must provide documentation showing that you have made
2 continuous and reascnable effort 1o sell the property.

750 Travel Vouchers for the MA Program
You must prepare travel vouchers for all relocation costs, as specified in this handbook,

52 ‘ Handbook F-12, Jung 1991
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Chapter 8
Grossing Up Allowance-
: Non Bargaining Employees

810 Employee Responsibilities # _ :
You will receive a Ferm W-2 and facmmiie of IRS Form 4782 (sece Exhlbtt 81{}) from Ihe San Mateo
PDC shortly after the end of the calendar vear in which you relocated. Form 4782 shows all
payments made in that year and supporis the amounts reporied on your relocation Form W-2,
Postal Service payment cyeles and the RMFs transportation of household goods billing periods may
overiap calendar years. Therefore, it is imporant to keep accurate records of the following ttems to
ensure that expenses are reported in the appropriate time frame for tax purposes:

a. Vouchers, '

b, Payments received;
¢. Bilis of lading: and
d

Real esiate transaction files or papers.

820 "Grossing Up™ Allowance B0 RS G e

821 Definition

A "grossing up" allowance is your reimbursement from the Postal Service for
Federal and., where applicable, State and iocal income taxes you rmust pay on
nondeductible moving expenses. Grossing up requires two calculations: a calculation

. of 2z withholding tax allowance (WTA) and a relocation income tax {RIT). Provided
below are the basic descriptions of ierms associated with your grossing up calculs-
tions:

a. Earned income. Earned income includes gross income, as per your USPS salary
Form W-2. if you are newly hired by the Postal Service, yvour earned income will
be based oa your salary, as reflected on your Form 350, plus vour nondeductible
moving expenses, e, the difference between the amount reported on vour
refocation W-2 {and Form 4782} less the amount you report 10 IRS as "deductible
expenses” on vour IRS Form 3903, Moving Expense. In addition, earned income
includes vour spouse’s income as reported on his/her Form W-2,
b. Withholding tax allowance {WTA). The payment the Postal Service makes to
the IRS as an estimate of the Federal withholding tax you will owe on a moving
expense reimbursement. On receipt of vour relocation vouchers for z taxable
relocation reimbursement, the San Maieo PDC calculates your WTA, calculates
and pays the IRS Federal income taxes at a rate of 20 percent, and reimburses vou
for the full amount of your claim {FICA (Medicare) is not withheld).
¢.  Year 1. The calendar year during which you are reimbursed for moving
expenses. If your payments extend beyond a vear, you will have more than one
year 1.
d  Year 2. The calendar vear during which you file a tax return covering moving
expenses from vear 1. If your reimbursements extend beyond 2 year, vou will have
more than one year 2.
e. RIT. The calculation of Federal, State, or local income taxes that you incur on
nondeductible moving expenses. Your WTA i8 subtracted from your RIT to
determine your grossing up ajlowance.
f Combined marginal tax rate (CMTR). The tax rate that represents Federal,
. State, and local income taxes on your earned income.
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g Deductibie moving expense. The wtal amount of moving expenses you may
deduct from your taxes. '

A, MNondeductible moving e¢xpense. The 1otal amount of moving expenses you may
not deduct from your taxes.

822 Resignation and retirement

If you leave the Postal Service within 12 months of the time vou relocate 1o a4 new
duty station, you will not receive a grossing up allowance.

823 Completing Form 4879, Certification Statement

You must compiete and submit 1o the San Mateo PDC a Form 4879, Cerdfication
Swatement-Claim for Relocaiion Income Tax Allowance.

84 Handbook F-12, June 1291



Relocation Policy Exhibit §10

_UNTTED STRTES {KEEP
POETAL, SERVICE PMPLOYEY MAOTING EXPENEE INFORMATION FOR YOUR
FACSIMILE OF RECORDS }

IRS FORM 4782 FAYMENTES MADE DURING CALENDAR YEAR 19%0

JOHEN A DOE TSN 9B7654321
15302 Belair Drive
Bowie, MD 20715-31247%

MOVING EXFENEE FAYMENTS

AMOUNT PAID
AMOUNT PAID 70 THIRD PARTY
TYPE OF EXDENSE e EMPIOYEE FOR EMPIOVEE THTALS

TRANEPORIATION OF
HOUSEHOLD GODDS AND

STORBGE EXPENSES o 4,320.00 4,320.00
TRAVEL MEALS LODGING
ENROUTE 70 NEW RESIDENCE 843.10 o 84%.10
ADVANCE ROUND TRIP TRAVEL
HEALS LODGING IN SEARCH
OF NEW RESIDENCE 1,028.50 o 1,028.50
TENPORARY QUARTERS 4,042.38 o 4,042.38
SALE PURCHASE OR LEASE
OF RESIDENCE EXPENSE 8,874.25 0 8,874.25
MISCELIANZOUS EXPENSES 1,000.00 o 1,060.00
WITHEOLDING TAX ALLOWANCE
(WT3) 2,556.69 o 2,556, 69

. RELOCATION FMCOME TAX (RIT) 0 o ¢

TOTAL MOVING EXPENSE PAYMENT 18,344.932 4,320.00 22,664.92

TEIS FPORM XS FURNISEED T0O ¥YOU BY THE POSTAL SERVICE TQ PROVIDE
YOU WITH THE INFORMATION YOU NEED TO COMPUTE YOUR MOVING EXPENSE
DEDUCTION. THIS FORM SHOWS THE AMOUNT OF ANY REIMBURSEMENT MADE
TC YOU GR PAYMENTS MADE TO A THIRD PARTY POR YOUR EBENEFIT. TO
CLAIM THE MOVING EXPENSE DEDUCTION, AND FOR DETAILED MOVING
EXPENSE INFORMATION REGRRDING THE DEDUCTION, OBRTAIN IRE FORM 3303
AND FUBLICATION 521. ALSC SEX IRS CODE SECTIONS $2 AND 217.

Exhibit 810, Ferm 4782, (IRS Fuacsimile Form) Employee Moving Expense Information
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932.41

920 Common Errors

930 Supporting Documentation for Form 1012

Chapter 9
Completing Travel/Relocation Vouchers

910 What To Remember about Completing Travel/Relocation Vouchers HHESHIG

You must print in ink or type the vouchers that you submit. Submit the original voucher and
supporting documents for review and approval. You should keep a copy of the voucher and
supporting documents for your files.

921 What to check before submitting your travel/relocation voucher
Before submitting the voucher, make sure that
a. Your social security number is correct.

b, You have attached your receipis. Attach copies of receipts related 10 relocation,
such as docwments pertaining to ithe sale/purchase of your residence and miscelia-
neous expense claims.

¢.  You have inciuded the correct finance pnumber, account numbers, and
subaccount numbers.

d. You have shown the tip separately for gach taxi or limousine fare.
e. You (the traveler) have signed the form.

922 How to deal with erasures and alierations

The traveler or the appropriate approving official must initial any erasures and
alterations in tolals on the face and body of vouchers.

231 Miscellaneous expense-bargaining employees

If you claim more than the flat allowance stated in section 292.2, you must support
vour claim by {a) completing Form 4871; and (b) submitiing paid receipts or other
acceplable evidence indicating the expenses paid.

932 Receipts

932.1 Aall travel. The receipts should be atached 1o sheets of bond paper for ease in
handling. You must always have the following receipts:

a. Passenger tickel coupons for air, rail, or bus.
b. Receipts for lodging.

932.2 Temporary quarters. You must furnish receipts as stated in part 332.

932.3 Transporting a mobile home. You must furnish receipts 10 support each
expense claim for this allowance. (See part 440.)

932.4 Miscellaneous Receipis

932.41 You must always have receipts for the foliowing ltems:

4. Excess baggage. The receipts should indicate the weight of the baggage and
points between which the baggage was moved.
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932.42

Relecation Policy

940 Submitting Travel/Relocation Vouchers

58

Shipments, foreign or express, regardiess of amount.

Clerical assistance.

Stenographic and typing services.

Hiring a special vehicle.

Renting typewriters,

Personal services, such as guides, interpreters, and drivers of vehicles.
Teiegrams, cablegrams, and radiograms.

Copies of records furnished by Federal or State officials {cierks of cours, eic),

ST A h o

932,42 Attaching receipts. You must anach receipts for ailowable cash expenditures

{plus any applicable tax} which are more than $15. This inciudes expenses for the
foliowing:

a. Fees rejating to travel outside CONUS. (See Handbook F-10, Travel, part 640.)
b. Taxi fare.

¢. Lodging Lodging receipts must be from a hotel, moewel, apartment, or boarding
house.

d. When you are on actual expenses for subsistence, you must obtain receipts for
each itern.

941 Submitting vouchers for change of station and travel to a new duty
station

Refocation expenses may be claimed together. All subsequent vouchers which refer o
the same type of expense must reference the original voucher submitted, ie, i you

amend your claim for temporary quariers expenses, refer o the first voucher you
submitted.

942 Submitting vouchers for the sale or purchase of a residence

Each item of expense you claim must be supported by documents showing the
expense was in fact incurred. An example of these documents would be a copy of (a)
a purchase agreement: (b} a sales agreement; (¢) property settiernent documents; (d)
loan closing statements; {e} invoices or receipts for bills paid: (f) disclosure state-

ments (required by Regulation Z and the Truth in Lending Act), as specified in part
o13.

943 Where to submit travel vouchers

Submit voucher(s} to the appropriate approving official for review and appfova%. The
official will submit the voucher{s) to the San Mateo PDC.

944 Submitting vouchers for transfers and change of station

i you transfer from another Government agency to the Headquarters of the Postal
Service, or between Postal Service installations, you must charge these expenses 10
the appropriate account for relocation travel and to the departrnent or office that is
acquiring you. These vouchers will be processed and paid by the San Maieo PDC.
Submit the vouchers as follows:
g. Relocation Vouchers. Submit to San Maieo PDC, 2700 Campus Drive, San
Mateo, CA 94497-9154,

b. Travel Advances. Submit 10 San Mateo PDC, 2700 Campus Drive, San Mateo,
CA 94497-91534,

Handbook F-12, Jung-19914
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950 Reviewing, Approving, and Certifying Vouchers

~The appropriate approving official will review vouchers for travel and reiocation expenses Tne
signature of the approving official on the front of the voucher wili show that he or she approves
. vour relocation expenses as the most advantagecus 10 the Postal Service., Your voucher will be
submitted to the San Mateo PDC, which will audit and process vouchers for payment. If ems on a

voucher are not supported by the required documentation, the San Mawo PDC will not pay these
expenses.

Handhook F-12, June 1993 §9






Retocation Policy Appendix A

Appendix A
Approving Officials

i. U.S. Postal Service Officers §
A. The Postmaster General
B. The Deputy Postmaster General
C. The Associate Postmaster General
I2. The Senior Assistant Postmasters General
E. The Assistant Postrnasters General
F. The Generat Counsel
G. The Deputy General Counse!

H. The Consumer Advocaie

. The Chief Postal Inspecior

J. The Judicial Officer

K. The Executive Assistant 10 the Posimaster General
L. The Treasurer

M. The Regicnal Posunasters General

II. Delegated Authority to Approve Travel Vouchers
Travel Tickets Purchased via GTS System

The Postmaster General delegates 1o all PCES executives authority 10 approve
travel vouchers, travel advance requests, and travel tickets purchased via GTS
System. A PCES exgcutive is authorized 1o delegate authority only 10 sbmeone
acting in the executive's place when the executive is absent or 10 someone acting
in a vacant executive position. Further redelegation is not allowed except for the
foliowing:
A. The appropriate Assistant Postmaster General may delegate approval authority
to the Manager in charge of the following postal installations:
£, Transportation Management Services Centers
Procurement and Materiel Management Service Offices

2
3. Managers, three Field Centers, Management Academy
4
5

Travel Advance Requests, and

e S \n‘ﬂ‘lﬂjf e,_,

National Test Administration Center. Alexandria, VA
National Address Information Center, Memphis, TN

B. The Chief Fostal Inspector may delegate the authority 1o purchase travel tickets
to Postal Inspectors on official audit and criminal investigaiions.

€. All Inspectors in Charge and all Assistant Inspectors in Charge are granted the
authority to approve travel vouchers.

D, Regional Postmasters General may delegate authority t© managers reporting
directly 10 Regionai Directors,

Copies of any delegations of authority must be sent to the General Manager,
Accounts Payable Division, San Mateo PDC, $an Mateo, CA 94497-G400.

Approving officials may not approve their own travel vouchers, The next senior
official with approving authority must approve their vouchers,

e SR et

IH, Restriction & SR
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I Appencix B

Appendix B
Reimbursement Rates

The terms and reimbursement rates stated in this section apply throughout this
entire handbook.

I. Mileage Rates

A. Standard mileage rates

Yehicle Cents per mile |
1. Privately owned vehicle 240
2. Privately owned motorcycle 260
3. Privately owned airpians 450

B. Relocation-related advance round trip and/or en rouie to new duty station
The allowable rate is 24 cents per mile.

Cdometer readings are not required on the respective claim forms: the Integrity of
the claim is the responsibility of the traveler. However. should the approving
official have reason to guestion the claim. the claimant must provide evidence that
supports the ¢laim of distance traveled.

. 11. Per Diem Rates

A. What per diem includes

The per diem allowance includes ali charges for meals, ali fees and tips to walters,
beiiboys, and poriers, faundry and cleaning expenses. etc.

B. If lodging is required

When the traveler 8 in a travel status and lodging 15 required, per diem will be
aliowed at a rate of $8.50 per 6-hour segment or fraction thereof for travel to
locations identified as high cost localities. Travel to all other localities will be paid
at a rate of 36.50 per &-hour segment or fraction thereof. For segments where
travel occurs within both high and average cost lpcalities, the traveler determines
the per diem rate for the segment based upon where the majority of time was
spent during that segment. Receipts supporting any lodging claim must accompany
the related travel voucher(s} and must be from a hotel. motel, apartment, or
boarding house. {See part 930.)

C. High cost localities

The following key cities and areas are classified as high cost localities {all other
cities are classified as average cost localities).
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S1ate/City Locaiity County antror other defined location™?

California -

Death Valley «...ooiiii oo Invo

Los Angeles .ot 1.os Angeles, Kern, Orange and Ventura Counties, Edwards

AFB, Naval Weapons Center & Ordinance Test Station, China N
- Lake

Qakland.......... e Alameda, Contra Costa, and Marin

Palm Springs .. ............... Riverside

SRCTAMENO vt i i canaenn s Sacramento

San Dlego...oiiiiiciii San Diego -

San Franciseo . ..ooiiiiiin San Francisco

Sam JOSE. ... it Sama Clara

San Luis Obispo.............. San Luis Obispo

San Mateo. ...l San Mateo

Santz Barbara ... ..o Santa Barbara

Santa Cruz oo i iian Santa Cruz

South Lake Tahoe............ El Dorado

Tahoe City ..ooviiiniirnaan-, Placer

Yosemite National Park....... Mariposa
Colorado

ASPEI it cai it Pitkin

Boulder ... .. ioiiiiaiiiant. Bouilder

Denver_ ... ..ooioiiiiiiaia... Denver, Adams, Arapahoe, and lefferson

Keystone/Silverstone . ... ..... Summit

VAt i Eagle
Connecticut

Hartford ..........ooiiiiins. Hartford and Middlesex

Salisbury .........oooiiiiin i.itchfieid
District of Columbia

Washington, DG Cities of Alexandria, Falls Church and Fairfax: Counties of

Arlington. Loudoun and Fairfax in Virginia: and Counties of
Monigemery and Prince Georges in Maryiand.

Florida
Key West......ooooiiii Monroe
Miami. oo Dade
West Palm Beach............. Palm Beach
Georgia
AUARIA. . o .. Clayton, De Kalb, Fulton, and Cobb
Minois
Chicago ... .. Dupage. Cook, and Lake
L.ovisiana . _
New Orleans ............. ... Parishes of Jefferson, Orleans, Plaquemines, and St. Bernard
Maryland
Annapolis ..o Ann Arundel
Baltimore ...l Baltimore and Harford
Columbia........ooooiiiiians Howard
Ocean City .....oviviiiiinn Worcester
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State/City Locatity | County angvor other defined iocation??
Massachusetts
- Andover... ... Essex

BOSION .. ovv i Suffolk
Loweil ............. e Middlesex
Martha's Vineyard/Nantucket .  Dukes and Naniucke
Quiney...n.ooen ... s Norfolk

Michigan
Detroit................o...L. Wayne

Nevada
Las Vegas ..o Clark County, Nellis AFB

New Jersey .
Atlantic City ... oviivinenns Atlantic
Fatontown ................... Monmeuth County, Fort Monmouth
Edison ... Middlesex
Newark...... N Bergen, £ssex, Hudson, Passaic, and Union
Qcean City/Cape May......... Cape May
Princeton/Trenton ............ Mercer

New Mexico
Cloudroft ... ... ... .... Otero
SantaFe ........ e Santa Fe

New York
Maonticello. ... oL Sullivan
New York City ............... The boroughs of Bronx, Brooklyn, Manhatan, Queens, and

. Stzten Island; counties of Nassau and Suffolk

Saratoga Springs.............. Saratoga
While Plains.............. ... Westchester

Ohio
Cleveland .................... Cuyahoga

Ponnsylvania
Radnor/Chester............. . Delaware

King of Prussia/Ft. Washingion Ft. Washington. Monigomery Co., except Bala Cynwyd in
‘ Montgomery Co.

Philadephia................... Philadeiphia County, City of Bala Cynwyd in Montgomery
County
Valley Forge ............. ..., Chester
ghode Isiand
Newport. ... ................. Newport
South Carciing
Hilton Head ... ............... Beaufort
Texas
DzHas Fort Worth. . ..., e Dallas and Tarrant
Houston...................... Harris County, 1..B. Johnson Space Center, and Ellingion AFB
Virginia
Witliamsburg ........ ...
Washington
Seattie. .. ..ovvrinrneenns King
Notes:
. ¥ A city locality is defined as all locations within, or entirely surrounded by the corporate fimits of the key ¢ity. including
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independent entities focaed within those boundaries.

A county is defined as all locatiens within, or entirely surrounded by the corporate fimits of the key ity as well as the
boundaries of 1he listed counties, including independent entities located within the boundaries of the ¢ity and the listed
counities.

Military installations or Government-related facilicies {whether or not specifically named) that are loczied partially within
ihe city of county boundary shall include all locations that are geographically part of the milltary inswuallations or
Government.related facility, even though parifs) of such activities mav be 1ocated puiside the defined per diem locality,
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. A. General policies regarding lodging

1. Lodging Rates

(Bl

For travel In the contiguous United States, the Postal Service will allow actual
expenses for lodging when employees are placed in a travel status for relocation.

r _ 1. Employees should not seek exemptions from sales taxes on lodging by using
exemption certificates, since the emplovee, and not the Postal Service, is responsi-
bie for paying for the costs incurred. Employees wilt be reimbursed for taxes they
pay.

4. Lodging arrangements must be carefully controlled. A diligent effort must be
made to obain lodging at a reasonable cost in all areas. However, if reasonabie
atternpts are made 10 obtain less costly lodging, but the attempts are unsuccessful,
the Postal Service will pay for actual expenses incurred.
3. The policy for actual lodging expenses is not approval 10 randomly select
lodging facilities without regard to cost. Control over lodging expenses is an
integral part of the approving official's management duties. The Postal Service will
not tolerate an employee's capricious or nondiscretionary uvse of lodging facilities
- that charge exorbitant fees. In these situations, the approving official will disallow
the amounts claimed in excess of the reasonable cost for the location
4. Approving officials should be careful about what they approve and must be
famniliar with the traveler’s efforts to secure less costly housing. Distances from
lodging facilities to the work assignment and related transportation costs must be
analyzed by the approving official when consideriag rates.

. B. If lodging is denied

If a traveler is denied lodging when confirmed reservations were made, he or she
shouid demand 2 penalty payment or complimeniary lodging eisewhere. Any
payments the traveler receives should be made pavable to the Disbursing Officer,
USPS, and forwarded to the San Mateo PDC with the travel voucher. If com-
plimentary or partial complimentary lodgings are provided, the traveler should
¢laim reimbursement only for any actual charges.
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Appendix C
Expense Accounts Used in
Connection with Relocation/Travel

51239 Personnel Benefits - Miscellaneous Expense Ajlowance
51241  Personnel Benefits - Advance Round Trip

51242 Personnel Benefits - En Route Travel

51243 Personnel Benefits - Temporary Quarters

51244  Personnel Benefits - Transportation of Household Effects
51247  Grossing Up/RIT

51248 Personne! Benefits - Residence Purchase andior Sale/iease
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Appendix D

Appendix D

Instructions for Completion of Forms

This appendix contains the instructions for completion of the following travel and
refocation forms.

Form 1012
Form 4872
Form 178

Form 4871
Form 4877

Form 4879

Form {013
Form 8059

Hancbook F-12, June 1981

Travel Voucher

Claim for Subsistence Expenses - Temporary Guarters
Specific Travel Qrder - Relocation & Relocation Agreement
Miscelianeous Expense Aflowance Claim

Reimbursement of Real Estate Expenses - Change of
Official Siation

Certification Statement - Claim for Relocation Income Tax
Allowance

Travel Advance Request and Itinerary Schedule

Request for Relocation Management Firm (RMF} Service

™
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Form 1012, Travel Voucher

This section shows you how to fill out the front of Form 1012, The steps are
keved to the sections in Exhibit 335.4. You should type or print the following
information:

4. Payee’s Name: Your full name.
b. Social Security No.; Your social security number,
¢. Mailing Address: Your correct mailing address. This should be the place where

you want to receive your check. It can be your home, office. or other delivery
paint.

d. For Travel and other Expenses (From and Tol: The date you began your travel
(From) and the date you ended vour travel {To).

e, Applicable Specific Travel Order - Relocation: Used when travel relates 10
reiocation. Obtain this number from Form 178, Specific Travel Order - Relocation
& Relocation Agreement.

[ Type of Relocation: The phase(s} of relocation in which you are claiming
reimbursement. The phases of relocation to be entered in this block are advance
round 1rip(s}, en route, and transportation of mobile homes.

g. Travel Advance: I you received a travel advance from the San Mateo Postal
Data Center or Post Office Accounting Division., enter: (1} the outstanding amount
of the advance, (2) the amount you will apply 10 expenses on this voucher. (3} the
remaining balance (if any). Do not include emergency advances from local post
office funds.

k. Transporiation: Transportation tickets may be paid any of the following ways:

(11 GSA issued credit card (Diners Club Credit Card). Individual credit card
issued to designated employees in their name. Charges are billed directly to the
employee for payment.

{21 Government Transportation System {GTS). A centrally billed Postal Service
account for common carrier charges only.

13} Other. Transponation tickets purchased by means other than above, Exam-
pies include cash or check.

i Amourt Claimed: The total amount claimed from the back of the form or from
the continuation sheet.

- Signature of Payee: Sign the form here. The name here must be the same as the
name shown at the top of the voucher in Payee’s Name.

k. Date: The date you submit the voucher for payment.
i. Titie of Payee: Your official job title.

m. Authorized Approving Official’s Signawwre: The approving official will sign
here.

n. Title: The approving official’s title.

0. Date: The date the approving officiai signs the voucher.

p. Finance Number: The finance number of the office charged for the expense.
q. Future Use: Do not enter data in this column.

r. Sub-Locaiion; The sub-location code of the office charged for the expense.
5. Account: (See Appendix C for travel account numbers),

t. Amoant: The amount (o be charged to the finance number. The arnount(s)
entered must equal the amouns: claimed.

Hanobook F-12, Jung 1991




Betocation Policy Appendix D

Note: If you are waveling w the Management Academy, Potomac, MD, or the
Technical Center, Norman, OK, you must have the registrar certify the type of

accommodations vou used. Inspection Service will follow instructions issued by the
Chief Postal Inspector.
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1? Travel Voucher
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Form 1012, Travel Voucher

This seczion shows you how to {ili out the back of Form 1012, (See Exhibit
335.4)

a. Darg 19 - The calendar year the expense occurred.

b. Rawe: The mileage rate applicable for use of a privatgly owned vehicle (POV)
whife on official travel.

¢. Dare: The month and date expenses were incurred.

d. NineraryiExplanation of Expenses Claimed: Write all the details of each item for
expenses ¢laimed. These include:

i{] The mode of transportation you used (for example, 2ir. train, POV).
12;  Charges for taxi or limousine services between yopur home or place of
business and your duty station. Also show charges from your hotel or place of
business w0 your duty station. Show tips separately.
t3} Any deviations from normally traveied routes.
45 Explain delays in trips for reasons bevond vour control or personal
convenience,
£3) 1f a POV was used, you must indicate the points visited.
61 Tolls charges for turnpikes, tunnels, ferries, bridges, and parking fees.
i71 Charges for local transportation expenses required 10 perform official duties
outside your official station.
181 Dates and points of travel, and kind of conveyance when you have used a
special conveyance
t%1 Expenses you incurred for the official use of telephone or telegraph services
or expenses for any unusual charges such as renmting a room for a conference,
renting equipment, etc.
116 Any cost comparisons.
¢. No. of Miles: The number of official business miles driven using a POV.
i Amourt: The amount of reimbursement allowed for eofficial business miles
driven {number of business miles multiplied by the mileage ratwe).
£ No. of Per Digm periods High: The high cost per diem periods applicable for
each day of your travel.
h. No. of Per Diem periods Average: The average cost diem periods applicable for
each day of your travel.
.. Amount The doliar amount of high cost per diem claimed.
i Amount: The dollar amount of average cost per diem claimed.
k. less meals Furnished Amount: Reduce the per diem amount claimed by the
high cost fixed rates located in Appendix B, 1. B. for meals provided at no charge
10 vou by government agencies, private companies, €1, in connection with official
travel _
i Less meals Furnished Amouni;  Reduce the per diem amount ¢laimed by the
average cost fixed rates located in Appendix B, IL B. for meals provided at no
charge to vou by government agencies, private companies, etc. in connection with
official travel.
m. Lodging No. of Days: The number of days in lodging while on official travel,
The number of days must correspond to the cost indicated in item (n).
n. Lodging Amourt: The cost of lodging while on official travel, The costs may be
divided over the number of days you are on travel or the total cost may be
indicated in the columa representing the day you paid the expense.
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0. Car Rental No. of Days: The number of days in for car rental while on official
travel. The number of days must correspond to the cost indicated in item (p).

p. Car Rental Amouni; The cost of car remal while on official travel. The costs
may be divided over the number of days you are on travel or the total cost may be
indicated in the column representing the day vou paid the expense.

q. Transp. Air. Bus. Train fare Amount: The fare associated with transportation to
and from origin and destination points of the official ravel

r. Other Amounti: Document and claim ajlowable expenses incurred related to
official travel for all other items in which a column is not provided. '

5. Grand Towal Amouant 0 Face of Voucher: The surm of Mileage Amount, Per
diem Amount(s}, Less Meais Furnished Amount(s), Lodging Amount, Car Remual
Amount, Transportation Amount, and Other Amount.

t. Subiotals ncl. Counts: The toral is 1o be entered for each column,
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Form 4872, Claim for Subsistence Expenses » Temﬁorary Quarters

This section shows vou how 1o fill out the front of Form 4872, The steps are
keyed to the sections in Exhibits 533.4 and 534.2. You should iype or print the
following information:

@. Printed Name of Employee: Your full name.

b. Specific Travel Order Number: This number is available from Form 178,
Specific Travel Order - Relocation & Relocation Agreement.

¢. Social Security No.. Your social security number.
d. Address of Qfficial Duty Swtion: The address of your new official duty station.

e. Period Claimed for Temporary Quarters: Enter "your temporary gquariers
beginning and ending dates.

f. Daie From To: The dates you are claiming temporary quariers expense cn the
voucher,

g- No. of Dependeris: The number of dependents, excluding your spouse. occupy-
ing temporary quarters.

h. No. of Days: The number of days of temporary quarters claimed on the
voucher.

i Daily Rate §: See part 530 10 determine the applicable rate.

j. Towl Maximum Expenses Allowed for (First. Second. Third) 10 Days: The
maximum reimbursable temporary guarters expense for the applicable 10-day
segment claimed. There is a different daily rate for each 10-day segment of
temporary quarters.

k. Totel Maximum Expenses for the Three 10-Day Feriods: The total expenses
claimed for temporary gquarters, exciuding personal phone calls home, cannot
exceed 1his amount.

l. Towal Maximum Expenses Allowed: The 1012l expenses claimed for temporary
guarters, exciuding personal phone calls home, cannot exceed this amount,

m. PCES Enter Aciual Expenses: The total expenses claimed for temporary
quarters, excluding personal phone calls home.

n. Claiming Lesser of Actual or Maximum Expenses: The lesser of total actual
expenses documented on the back of this form or the computed maximum
amoumnt, excluding personal phone calls home,

o. Personal Calls Home: The 1otal allowabie cost of personal phone calls home.

p. Towl Claimed: The sum of temporary guarters claimed and personal calls
home. :

q. Applied 10 Quistanding Advance: The amount of the total ¢laimed to be apptied
to an outstanding advance.

r. Signaiure of Employee: Sign the form here. The name here must be the same as
the name shown at the top of the voucher in Printed Name of Employee.

5. Date: The date you submit your voucher for payment.

t. Authorized Approving Official’s Signature: The approving official will sign here.
u- Date; The date the approving official signs the voucher.

v. Title of Payee: Your official job title.

w, Title: The approving official’s title.
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Form 4872, Claim for Subsistence Expenses - Temporary Quarters

This section shows you how to fill out the back of Form 4872, {See Exhibits 533.4
and 334.2.) You should type or print the following information: -

a. Date: The date the expense you are claiming was incurred.

b. Lodging: The amount paid for vour temporary lodging. Spread the amount of .
your lodging equally by the number of days the costs cover. Example: You pay
$900 for 30 days of lodging. The daily cost is 330 a day.

e. Meals:  The amount paid for meals for you and other family members in
temporary quarters.

d. Clothing, Laundry & Cleaning: The amount paid for washing and cleaning
ciothing.

e. Total: Total of the amounts claimed for meals, lodging, clothing, laundry, and
cleaning.

F. Personagl Phone Calls Home: The allowable amount claimed for phone calls
kome when not accompanied by your immediate family.

g Subtowal lst 10 days - 2nd 10 days - 3rd 10 days: Used by bargaining unit
emplovees to total each i10-day period.

h. Subtowal: Used for totaling the applicable coiumn.

i. Actual Days in Temporary Quarters: Enter the total number of days you have
claimed for temporary guarters.

f- Grand Total: Enter the total of ¢ach category of expense claimed.
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Appendix D Rejocation Folicy

Form 178, Specific Travel Order - Relocation & Relocation Agreement

This section shows vou how to fill out Form 178, The steps are keyed 10 the
sections in Exhibit 244. You should type or print the following information:

a. Order Number: Specific Order Number - In the first six spaces, enter the

gaining office finance number, then the last digit of the year of the employee’s
official reporting date. In the last three spaces, enter the sequential number related

to the number of employees relocated and eligible for relocation benefits by the
gaining office.

b. Employee Name; Lnter employee’s first name, middie inital, and last name,

c. Social Security Number: Enter emplovee’s social security number.

d. Issuing Office: Enter the issuing office’s name and location.

e. Empioyee Caegory: Check the employee category at the new duty station.

f Signaure of Employeer Employee signature indicating they have read and
understood the relocation agreement.

g Date Compleed: Date employee signs relocation agreement section,

A. Official Duty Sitation {Name and Addressi-New: Enter name and address of the
new duty station.

i. Official Duty Station {Name and Addressi-Ofd: Enter name and address of the
old duty station.

§. Finance Number: Enter the finance number absorbing employee’s relocation
COsLS,

k. Sub Location Code: Enter the sub location code applicable to the employee’s
new duty station.

{ Sub Account Number: Enter the sub account number applicable to the
emplovet’™s new position,

m. Reporiing Date: Enter date the employee reports for work at the new duty
station.

n. Transfer Authorization: Check appropriate transfer authorization,

0. Family Members: Document the names of the employee’s immediate family
{dependents) relocating with the employee, their relationship to the employee, and
age. :

p. Poswal Service will reimburse allowable expenses associared with the following:

The approving official checks the benefits allowed for the transferee.

q. Signature of Authorized Official: Signature of authorized official.

7. Tide: Enter title of authorized official.

5. Date: The date the authorized official signs the form. Forward the original of
the travel order, signed by the proper official, to the San Mateo Postal Data
Center. The green copy should be held by the issuing office. The vellow copy is
given to the employee.

B2 . Handbook F-12, June 1991



. Relocation Policy Appendix D

. 1: Speciic Travel Order « Relocation

—— & Relocation Agreement
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Appendix D Relocation Polity

Form 4871, Relocation - Miscellaneous Expense Allowance Claim

This section shows you how 1o fill cut Form 4871, The steps are keyed 10 the
sections in Exhibits 291 and 292.4. You should type or print the following SN
information:

a. Name of Payee (First. ML, Last: Your name,
b. Social Security No.: Your social security number,

c. Specific Travel Order Number; This number is available from your Form 178,
Specific Travel Order - Relocation & Relocation Agreement.

d. Address of Official Dy Siation: The address of your new official duty siation,

e. [ claim standard affowance of § - The flat allowance claimed. See part 290
for amounts allowed,
F. 1 am applying 3 : Amount of the expense atlowance 1 be applied to an

outstanding advance.

ltems {g) through (1} apply to bargaining unit employees only,
g Date: The date the expense was incurred.

. Nawre of Expense: The description of the expense. See part 292 for the types
of reimbursabie costs.

i{. Amount: The amount of 10 be reimbursed.
F. Subiowai: The iotai of the itemized costs.

k. Amount Applied 10 Owstanding Advance: Amount of the expense affowance 10
be applied to an ocutstanding advance. .

1. Towel: Amount reimbursed 10 the transferee,

m. Signature of Payee: Sign the form here. The name- here must be the same as
the name shown at the top of the voucher.

n. Daie: The date you submit your voucher for payment.

o. Authorized Approving Official’s Signature: The approving official will sign here.
p. Daie: The date the approving official signs the voucher,

g. Title of Payee: Your official job title.

r. Tile: The approving official’s title.

84 _ . Handbook F-12, June 1991



Relocation Policy Appendix D

Refocation ~ Miscellanecus Expense Allowance Claim
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Appendix D Rejocation Policy

Form 4877, Reimbursement of Real Estate Expenses - Change of Official Station

This section shows vou how to fill out the front of Form 4877. The steps are
keyed 1o the sections in Exhibit 631.1. You should type or print the following
information:

@, Name of Payee (First. ML, Lasti: Your name. .
b. Check Applicable Box...: 1f a previous claim related to the sale or purchase of

residence under the same specific travel order number, check yes. If a previous

claim retated 1o the sale/purchase of your residence was not submitted, check no.

¢. Official Duiy Siation Address: The address of your new official duty station.

d. Old Official Station: The lecation of your previous official duty station {city,
state, zip + 4).

e. Social Security No.:© Your social security number.

. Specific Travel Order Number: This number is available from Form 178§,
Specific Travel Crder - Relocaiion & Refocation Agreement.

g. Old Official Sirion: The data applicable 10 the residence in which you moved
from and are claiming expenses,

k. New Official Stetion: The data appiicable 1o the residence in which you moved
to and are claiming expenses.

i. Complete Address of Residence: The address of your previous/current residence
in which expenses are being claimed.

i. Ne. of Dwelling Units on Property: The number of fiving units on the property
being sold/purchased.

k. Sale andlor Purchase Price: The contract sale/purchase price of the residence.

. Dawe of Closing or Setlemens: The date the transaction occurred.

m. Amit. of Expense Claimed: The iotal allowable expenses claimed resulting from
the sale/purchase of your residence.

n. Adjusimenis o Anount Claimed: San Mateo Postal Data Center use only,

0. Amount Applied to Ousianding Advance: The amount of the claim o be
applied to your outstanding advance.

g. Net 1o Transferee: The amount 10 be reimbursed to the ernployee.

q. Signawre of Employee: Sign the form here. The name here must be the same as
the name shown at the top of the voucher.

r. Dare: The date vou submit your voucher for payment.

s. Titde of Approving Gfficial (ar former duty suation): The title of the approving
official at the former duty station authorizing the claim. Required for property
transaciions (sale} at the former duty station.

i. Date: The date the approving official at the former duty station signs the
voucher.

u. Tile of Approving Official {at the new duty stationj: The title of the approving
official at the new duty station authorizing the claim. Required for property
_transactions (purchase} a1 the new duty smtion.

v. Date: The date the approving official signs the voucher.

w. Signature of Approving Official (ar former duty stations: The approving official
will sign here,

x. Signawwre of Approving Official tat new duty swasion): The approving official will
sign here.

y. Funding Finance Number Approving Official’s Signawre and Date: The em-
piovee's immediate PCES manager will sign and date here.
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Appendix b

Change of Official Station
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Appendix D Relocation Policy

Form 4879, Certification Statement - Claim for Relocation Income Tax Allowance

This section shows you how to fill out Form 4879. The steps are keyed to the
seciions in Form 4879, You should type or print the following information:

. 19 : The tax vear in which relocation benefits were included as income o you,
b. Earned Income (Yoursy: Your gross income reported on Form W-2. -
¢. Earned income (Spouse’sl: Your spouse’s gross income reported on Form W-2,

d. Earned Income (Towl): You and your spouse's combined gross income reported
on Form W-2,

e. Filing Staws...: Check the same filing status you used on your Federal income
tax return.

[ Local Tax..: Enter the tax rates ievied on your repored income by vour city
and/or county. if applicable.

g. Basis of Tax: The rate in which your local tax is assessed.

h. Transferee'’s Printed or Typed Name (First, M.1., Lasti: Your name.

i. Sociat Security MNo.: Your sociai security number.

j. Transferee’s Signature: Sign the form here.

k. Date: The date you submit the certification to the San Mateo Postal Data
Center.

88 . Handbook F-12, June 1891



Relocation Policy Appendix D

"; Certification Statement -~ Claim for
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Appendix D Relotation Policy

Form 1011, Travel Advance Request and tinerary Schedule

This section shows vou how to compiete Form 1011, The steps are keved w0 the
sections in Exhibit 223. You should type or print the following information: “

a. Regular: To be checked for regular trave! and travel for training,

b. Relocation (Type: i To be checked for advances associated with relocation -
Enter the type (phase) of relocation in which you are applying for an advance of
funds,

¢, Travel Order Number: Enter the wravel order number from vour Form 178,
Specific Travel Order - Relocation & Relpcation Agreement.

d. Name of Traveler: Your name. ’

e. Social Security No.. Your social security number,

f. Travel Dates (Fromi: The date travel siarts.

g Travel Dates {To): The date travel ends.

f. Finance Number: The finance number o which the travel expenses will be
charged.

i. Official Duty Station Address: Your current official duty station,
j. Mode of Transporiation; The type of wransponation 1o be used.

k. Origin Daie & Time: The location in which yvour wave! starts, dare and time of
depariure.

{. Desttnation Date & Time: The iocation in which your travel ends, date and time
of arrival,

m. Estimated Cost: The estimated cost of the expense category.
n. Eswablishmen: Name and Address: Where you stay while on travel
0. Telephone Number: The phone number where you are staying while on travel.

p. List other tegs of your trip and any other lodging: List other transportation and
lodging establishments, i necessary. ;

4. Car Renwal: The car rental company used, the rate charged, and the number of
days of service.

r. Miscellaneous Outher Expenses: Document other known reimbursabie expenses,
s. Per diem: Calculate the estimated high/average per diem for travel,

. Subtowai: The total estimated cost for the travel period.

u. Deduct Amount Charged 10 Personal Credit Cardstsi: Deduct expenses 10 be
charged by credit card, GTS, or another party.

v. Net Advance Reguesied: The amount of advance requesied (subtotat minus
deductions).

w. Signawre of Traveler: Sign the form here.
x. Date: The date you submit the form for approval.

y. Signature and Title of Approving Official: The approving official will sign and
include title here.

z. Date: The date the approving official signs the form.

aa. Amouni Received (Signature & Dawe): To be signed and dated when cash is
received. .

30 . Handbook F-12, June 1991
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Appendix B Relocation Policy

Form 8039, Request for Relocation Management Firm (RMF) Service

This section shows you how to compiete Form 8039 The steps are keved 10 the
sections in Exhibit 412.2. You should type or print the following information:

a. Name of Transferece; The employee’s name,

b. Office Commercial Number: The commercial telephone number at which the
emplovee can be contacied.

¢. Social Security Number: The employee’s social securily number.

d. Office PEN Number: The PEN telephone number at which the employee can
be contacted.

e. New B/A: The budget account of the employee’s new duty station.
f. New Finance Number: The finance number of the employee’s new duty station.

g Home Nuymber: The telephone nurnber at which the employee can be reached
while off duty.

h. Address of Old Residence: The employee’s residence at the old duty station,
i. Address of New Residence: “The employee’s residence at the new duty station.
§. Address of New Duty Station: The issuing office’s address.

k. New Office Number: The ielephone number of the issuing office.

[. Employee’s Reporting Date: The date the employes reports for duty.

m. Check the Appropriate Boxtesi.... Check the type of service to be provided to
the emplovee (household goods and home purchase) and the empioyee category
(EAS or PCES).

n. Signature of Approving Official: The approving officis]l will sign here.

0. Typed Name and Tile of Approving Official: Approving officiai’s name and
title,

p. Office Name: The issuing office’s name.

82 . Handbook F-12, June 1931



Rejocation Policy

mumwwwn  Request for Relocotion Manogement Firm (RMF) Service

RELOCATION MANAGEMENT SECTION
SAN RATEOD POSTAL DATA CENTER
2700 CAMPUS DRIVE

SANMATEQ CA 54497- 3510

Plosse request servieos from an appropriate BUF tor the empioyee nartied below.

hurrme of Transteres

Trttupe Corwersint Nl

& « *)

Sociat Besar ty Number

Driee FEN Mumbet

© i ("o
New 872 Mew Eriance tanber MO Maamiber
€} €5 « 3
Aggress o Ot Residence (o AME 1o pick Up Rausersls goods) Adiess of New Resdence {for BME 10 Sehver RUSERIC Goods)
il Availatie
®» o
Address of New Thly Siahon Wmmw
& TN
[Empiayee"s Reporling Tate
{
Check the appropriate box{es) tor the services
requestad
Hougehold Hotme Swwatire e Appreving LG
™ Goods Purchese :
_ i
EAS o Yes oy Dewiption Basis T | Typer Mame anct Tule of Aperoving Dticaal
_ &
© T PCESI o Yes - Yes OHice Nusme
{7

PG Feeen BOES, May 1990

Appendix D, Form 8089, Request for Relocation Management Firm (RMF} Service
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