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HANDBOOK F-12 REVISION
Relocation Policy Changes

Employees affected by a reassignment are now entitled
to expanded allowances. lf the reassignment effective
date on Form 50, Notification of Personnel Action, is dated
on or after the date of this Postal Bulletin, the policies
noted below change those currently defined in Handbook
F-12, Relocation Policy.

Major changes for nonbargaining employees foliow:

Miscellaneous expense allowance. Increases from
$1,000 to $2,500. :

Temporary quarters and storage of household goods.
The approving official may grant up to an additional 15
days.

Loan origination fee. The 1 percent limitation increases
to 2 percent. ;

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

Return trip to old duty station. One trip is allowed.

Real estate time reimbursement limit. The written an-
nual extension request and approval for year 2 and year
3 is changed. A written request and approval is necessary
for the third year only.

Relocation Management Firm

Home Purchase Program. No deviation is required; the
grade level chanyges from EAS-21 and above to EAS~
19 and above. The required marketing time of 60 days
is eliminated.

Marketing Assistance. Available upon request.

Changes for all postal employees follow:

The following real estate transaction expenses are re-
imbursable:

Tax service (document filing)
Underwriting fees
Owner's title insurance

The requirement to have Form 4877, Reimbursement
of Real Estate Expenses—Change of Official Station, ap-
proved byAan official at the former duty station for real
estate selling expenses is eliminated. The only signature
required is the approving official’s at the new duty station,

NoTe: Form 8058, Request for Relocation Management
Firm (RMF) Service, must initiate any RMF service. The
current form is not updated for marketing services. There-
fore, when employees request this service, write the re-
quest on the face of the form.

Section |V, Approvals, part A, Sales Expenses, and B,
Purchase Expenses, of the October 1890 edition of Form
4877 is now obsolete. The approving official signs the
form in the space 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 completing your move. You
should complete your move as soon as possible. You
must complete all allowable travel and transportation with-
in 3 years from the effective date (date reported for duty
at your new official station) of your transfer or appoint-
ment. The time limit for real estate transactions is as
follows:

Nonbargaining employees—2 years from the effective
date of your transfer or appointment. The time limit may
be extended for an additional year.

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

291 Nonbargaining employees. You may claim
$2,500, regardiess of marital/family status. The itemiza-
fion feature is not allowed. (See Exhibit 291.)

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

310 Taking an Advance Round Trip

311 General rule. When circumstances warrant, the ap-
propriate approving official may authorize travel and ex-
penses for up to three round trips (for nonbargaining em-
ployees) or one round trip (for bargaining employees) for
the purpose of seeking a permanent residence or mobile
home site at the new official station. You may take this
trip with your spouse, or either of you may take it alone.
Nonbargaining employees or their spouses may have
their dependents accompany them if necessary. f you
take this trip, you must take it before you report to your
new official duty station. If your spouse takes this trip in-
stead of you, he or she must take it before your family
moves to the new duty station, but not later than 2 years
from your reporting date. New employees and their
spouses will not be allowed an advance round trip unless
an officer of the Postal Service authorizesit. . '

- » * - .

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 stations, the mode of transportation to
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 calendar days (9 nights of
lodging), including travel time. In authorizing a mode of
transportation, the Postal Service 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 will not be
charged leave.
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NoTE: Nonbargaining employees are allowed three round
trips, if necessary, not to exceed 10 days and 9 nights
in total.

- - - ” *

3125 Claiming per diem, lodging, 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 diem is allowed as follows:
a. Employee: Standard quarterly per diem.
b. Spouse: 75 percent of the standard quarterly per
diem rate,
¢. Dependent(s) (nonbargaining employees): Each
dependent receives 75 percent of the standard
quarterly per diem rate.
d. Spouse unaccompanied by employee: Standard
quarterly per diem.
NOTE: See Appendix B for applicable per diem rates. For
advance round trips to Alaska, Hawaii, Puerto Rico, or
United States possessions, per diem rates published by
the Department of Defense in Civilian Personnel Per Diem
Bulletins apply.

One phone cail home, per 24-hour period, may be reim-
bursed when the employee’s immediate family does not
accompany the employee (or the employee does not ac-
company 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. Postal Sewvice
owned or leased phone lines may be used for these calls.
If Postal Service owned or leased lines are not used for
these calls, you may claim the expense on your Form

. 1012, Travel Voucher (no receipts are necessary). Ques-
tionable costs may be subject to challenge or request for
clarification by approving officials.

* - . » *

340 Return Trip to Old Residence (Nonbargaining
Employees)

341 Conditions. If you report to your place of assign-
ment before you have relocated, you are entitled ane trip
to your old residence to conclude relocation-associated
business or retum 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 old residence.

342 Reimbursable expenses. You will be reimbursed
for the following items under this allowance:

a. Transportation expenses for yourseif only;

b. Limousine or taxi fare to or from transportation
terminals, the current mileage rate if a POV is
used to go to and from these facilities, parking
fees; and

¢. Per diem while traveling.

343 Public transportation. If you plan to travel by air,
rail, or bus, you are expected to use your personal U.S.
government credit card to obtain your ticket at the lowest
fare available.

410 Making Shipping Arrangements

- * * - -

412 All employees

» -

412.1 RMF services

* - - - -

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

- * - . *

510 Allowances for Temporary Quarters

« - - - *

520. Limitations on Temporary Quarters

. - - » *

522 Authorizing expenses for temporary quarters

522.1 Temporary quarters time period. The appro-
priate approving official may authorize subsistence ex-
penses for temporary quarters for 60 consecutive cal-
endar days (for nonbargaining empioyees) or 30 days {for
bargaining employees). The approving official may grant
up to an additional 15 days for nonbargaining employees.
No additional extensions will be allowed. If temporary
quarters are occupied for any part of a day, it counts as
1 day of the authorized maximum number of days. The
approving official may reduce or disaliow allowances for
temporary quarters if: -

a. You have made a round trip to seek permanent
residence quarters; or ) )

b. As a result of extended temporary duty at the
new official station (detail) or other circumstances,
yau have had the opportunity to meke amange-
ments for permanent quarters; or

¢. The approving official determines that you.have
had enough time to find permanent quarters.

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 only for the following reasons:

a. Time spent in official travel status.

b. Scheduled vacation leave that the employee can-
not change.

¢. Other extenuating circumstances over which the
employee has no control, such as & death
the family.
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The temporary quarters time period may be interrupted
only when all expenses (lodging, meals, laundry, and
cleaning) associated with the temporary quarters are sus-
pended for the time the employee is away.

It members of the employee’s immediate tamily remain

in temporary quarters while the employee is away, tem-
porary quaners cannof b2 interrupted.
523.2 Limitation on reimbursements during return
trips home. The Postal Service does not aliow subsist-
ence expenses while you are at home. However, if you
can show by cost comparison that the round-trip ex-
penses would not be greater than expenses incurred
while in the temporary quarters site, the Postal Service
may reimburse you for the costs of traveling home and
returning to the temporary quarters. You must discuss
this with the official who approves the voucher before arbi-
trarily returning home and subsequently claiming related
expenses. (Nonbargaining employees see part 340 for
further details.)

* * » - »

610 Conditions and Requirements

- * * * *

612 Conditions for reimbursement

» - * - »

d. The settlement dates for the sale and purchase, or

for terminating the lease, are not later than 2 years {for
nonbargaining employees) or not later than 1 (initial) year
(for bargaining employees) after the date on which you
reported for duty at your new official station. if you submit
a written request to the appropriate approving official be-
fore the end of the second year (for nonbargaining em-
ployees) or before the end of the initial year and second
year (for bargaining employees), this time limit may be
extended for up to 1 additional year,
Note: i you encounter unique and unusual cir-
cumstances, you may submit a written request through
your instaliation or depariment head to the appropriate
officer for a second extension of up to 1 year (for
nonbargaining employees) or a third extension (for bar-
gaining employees). You must submit this request well
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 property
and provide documentation showing a continuous and
reasonable effort to 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 Agreement, and distribute it.

* ” * > *

624 Costs of selling or buying a home

624.2 Reimbursable costs. The following costs may be
reimbursed:

» v - - -

j. Tax services (document filing).

* * * * »

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

* » * « *

625 Settlement costs

625.1 Reimbursable expenses. The Postal Service will
reimburse the following settlement costs if they do not
exceed the amounts customarily charged in the locality
of the residence and 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:

a. FHA or VA loan application fee.

b. Costs of preparing a credit report.

¢. Morigage and transfer taxes.

d. State revenue stamps and similar fees and
charges.

e. Mortgage title insurance required by the lending
institution to obtain a mortgage loan (commonly
cailed lender’s coverage).

f. Owners title insurance purchased by the buyer.
Attorney fees for title search and abstracts are
not reimbursable.

g. Underwriting fees.

* - » > »

625.3 Nonreimbursable expenses. The Postal Service
will not reimburse the following settlement costs:

a. Insurance against damage or loss of property.

b. Interest on loans, points, and mortgage discounts.

c. Loan commitment fee.

d. Loan origination fee (bargaining employees).

e. Loan assumption or transfer fee.

f. Property taxes.
g. Operating or maintenance costs.
h. VA funding fee (see section 625.1).
632 How your claim will be reviewed and approved.
Submit Form 4877 with supporting documents to the ap-
proving official who approves your travel for the change
in duty 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 will 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 6 of this
handbook will not be paid.

- * - * -

640 RMF Service for Home Sales

641 Requirements

641.1 Eligibility. This program is offered to EAS per-
sonnel, grade level 19 or above (Inspection Service per-
sonnel grade level 17 or above) only. Participation in the
program is optional and must be exercised within 45 days
after the effective date of your new assignment. You and
your new manager must ensure adherence to the 45-day
time frame. If you need to delay this decision, you must
follow the procedures outlined in section 180 of this hand-
book. The following criteria must be met:

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

b. The distance between the former 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 criteria 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, houseboats, uninsurable homes,
homes that cannot be financed, homes that are not in
marketable 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 radon gas, lead paint, asbestos or Urea Formaldehyde
Foam Insulation (UFF1), and other similar residences are
not eligible for consideration.

* * * - *

642 Guidelines to follow when filing for home sale
services

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

a. Copy of the closing statement pertaining to the
purchase of your old residence.

b. The real estate broker(s) report on marketing ef-
forts, which includes length of market time, list
prices, concessions offered, and copies of the
advertisement, if available (not required).

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

d. If readily available, photographs of the property
and immediate area, and/or other documentation
that would support the request.

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

Manager, Corporate Accounting, Finance—for Head-
quanters related personnel (includes Headquarters field
units).

Area Office Manager, Finance—for area office related
personnel.

Area Office Manager, Finance—for district/plant related
personnel. )

Chief Postal Inspector, Deputy Chief Inspector Oper-
ations—f¥or Headquarters Inspection Service related per-
sonnel

Inspector in Charge—for Inspection Service personnel.

The appropriate approving official will sign a completed

Form 8059, Request for Relocation Management Firm
(RMF) Service, and forward the form to the San Mateo
Information Service Center (SMISC). The Form 8059 au-
thorizes the SMISC to initiate the RMF service for the
transferee.
642.3 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 will answer questions relative
to the home purchase service.

650 RMF Service for Marketing Assistance

651 Marketing assistance. Marketing assistance starts
as soon as you are authorized for service. The RMF con-
sultant will help you market your home even before it is
appraised. The goal is to help you to get the best possible
price for your home in a reasonable period of time.

652 Eligibility. Participation in the program is optional
and is available to all EAS personnel.

» * * * *

940 Submitting Travel/Relocation Vouchers

944 Submitting vouchers for transfers and change
of station. f you transfer from another government agen-
cy to the Headquarters of the Postal Service, or between
Postal Service installations, you must charge these ex-
penses to the appropriate account for relocation travel
and to the department or office that is acquiring you.
These vouchers will be processed by the San Mateo Infor-
mation Service Center. Submit the vouchers to:
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RELOCATION MANAGEMENT SECTION

SAN MATEO INFORMATION SERVICE CENTER
2700 CAMPUS DRIVE

SAN MATEO CA 944979420

Appendix C

Expense Accounts Used in Connection With
Relocation/Travel

Add:
51245 Personal Benefits—Return Trips to Resi-
dence at Former Residence

Delete the following sections:

632.1 Where to submit Form 4877 for review and
approval

632.2 Review of real estate expenses
633 How to submit a claim for payment

634 Administrative approval

634.1 Approving official
634.2 Forwarding for payment
Change the following:

Appendix D
Form 4877, Reimbursement of Real Estate
Expenses—Change of Official Station
s. Title of Approving Official (at former duty station):
No longer applicable.
1. Date: No longer applicable.
u. Title of Approving Official (at new duty station):
No longer applicable.
v. Date: No longer applicable.
w. Signature of Approving Official (at former duty
station): No longer applicable.
x. Signature of Approving Official (at new duty sta-
tion): No longer applicable.
~—Finance, 8~4-94



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

Handbook F-12
Relocation Policy June 1991

A. Explanation

This new handbook contains all policy pertaining to relocation. It includes information formerly
appearing in Chapter 7 of Handbook F-10, Travel, dated May 1. 1985, and Handbook F-10A,
Relocation Guidelines, dated May 1, 1988, and all changes that have been published in the Postal
Bulletin since May 1, 1985.

Highlights of incorporated changes include:

PerDiemRates ................... High cost increased to $8.50; average cost decreased
to $6.50. )
Standard Mileage Rate ......... .. Mileage rate reimbursement for the use of privately
owned automobiles increased .to 24 a mile.

Travel Forms ... .......oooiiun.. Forms contain major revisions.

Home Sales ... .................... Relocation Management Firm (RMF) services may be
requested by specified relocating EAS personnel.

Advance Rounc Trnip .............. EAS employees allowed two trips.

Miscelianecus Expense ........... EAS employees’ amount increased to $1,000.

Househoid Goods ................. EAS employees afforded the option to use services of a
RMF,

Personal Phone Calls.............. Allowance added to the appropriate section.

GrossingUp ...l EAS employees allowed Gross Up allowances.

Distance Requirement.. ... ....... Distance requirement for receiving relocation benefits
standardized.

LotSize.... ... ... Reimbursement of real estate expenses limited to the
equivalent of residences on no more than § acres.

High Cost Per Diem 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 - Relocation & Relocation Agreement.

C. Distribution

1. Initial. This document is being sent to Headquarters, Regions, Divisions, Management Sectional
Centers (MSCs) and Postal Data Centers (PDCs); William F. Bolger Management Academy;
Technical Training Center and Maintenance Technical Support Center; National 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 Requisition, from your
supply center.

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

GENERAL MANAGER

ASSETS AND PAYABLES SYSTEMS DIVISION
OFFICE OF ACCOUNTING

DEPARTMENT OF THE CONTROLLER
UNITED STATES POSTAL SERVICE

475 L'ENFANT PLZ SW RM 8800
WASHINGTON DC 20260-5211

E. Effective Date

These instructions are effective on receipt.

M. LS.

M. Richard Porras
Assistant Posimaster General
Depariment of the Coniroller
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131

110 Organization

Chapter 1
Introduction to Handbook F-12

This handbook is organized to help vou find information as easxly as possible. In general procedures
follow the normal step-by-step relocation sequence, from receiving authorization to completing

vouchers.

120 Special Features of Handbook F-12

130 Setting Policy and Approving Relocation and Related Travel

121 Table of Contents

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

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

123 Form Reference List

All forms mentioned in the handbook are listed by both number and title at the end
of the Table of Conients. In the text, after being spelled out the first time, they are
identified by form number.

124 Appendix A, Approving Officials

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

125 Appendix B, Reimbursement Rates

This appendix gives the rates that are used to reimburse you 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 used in connection with relocation
and travel.

127 Appendix D, Instructions for Completion of Forms

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

131 Role of the Postal Service

Title 39, Section 410 of the United States Code, gives the Postal Service the authority
to establish its own relocation policy. Current policy is presented in this handbook.
All 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 GTS tickets. In certain 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
relocation advances, relocation vouchers, or GTS tickets. This must be done by their
next highest approving official.

140 When to Travel

141 Deciding 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 unnecessary cost

The Postal Service is committed to conserving energy and reducing costs. You are
given as much freedom as possible within the guidelines of this handbook to decide
what expenditures are necessary--and you are reimbursed for allowable costs you
incur while relocating.

143 If you are in the Inspection Service

If you are in the Inspection Service, you must follow the instructions issued by the
Chief Inspector.

150 Where to Submit Relocation/Travel Documents for Payment i

Relocation/travel documents are submitied to the San Mateo Postal Data Center (PDC). See part 944
for the appropriate address.

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 must:

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

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

162 Signing a voucher

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

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

b. Make a cursory review to ensure expenses are reasonable and valid. (See
Appendix B, part I11.)
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170 Responsibilities of the Traveler

You must use the same care and prudence as if you were relocating at your own expense. You must:

180 Deviations from the Regulations

a. Plan the itinerary to accomplish the relocation with minimum time and
expense,

b. Select the least costly mode of transportation that provides adequate service.

¢. Schedule your departure and arrival to conduct business as efficiently as
possible.

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

e. Claim reimbursement only for allowable expenses.

[ When possible, submit vouchers within the accounting period in which the
relocation/travel was incurred, and settle travel advances promptly.

181 How to 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 circumstances, 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 unique), a deviation request
will be considered. To request a deviation, you must write a memo and submit it 10
your immediate supervisor with supporting documentation. Your memo must explain
specifically your reasons for requesting the deviation. Pleading ignorance of the
limitations stipulated in this handbook does not justify a deviation. Deviations are
allowed only in extreme circumstances.

182 Processing a request for a deviation

182.1 All Postal Service related units. Request(s) for deviation must be submitted to
the General Manager, Assets and Payables Systems Division, Office of Accounting,
Headquarters, for review and decision. (See section 182.3.)

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

183 What to do if your request is approved

If your request is approved, you must attach the memo of approval to your
relocation/travel voucher. The San Mateo PDC will not process your payment
without the memo.
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Chapter 2
Relocation Allowances

210 What this Chapter Covers
This chapter discusses relocation expenses for eligible Postal Service employees who change jobs
within the Postal Service. These expenses are to be charged to the budget of the new official station.

220 Allowable Expenses and Advances

221 Allowable expenses
You may be reimbursed for the following relocation allowances:
a. Advance round trip (part 310).
b. En route travel (part 320).
¢. Transporting and temporarily storing personal property (Chapter 4).
d. Temporary quarters (Chapter 5).
e. Miscellaneous expense allowances (part 290).
f. Real estate transactions and unexpired leases (Chapter 6).
g Relocation as part of the Management Associate Program (Chapter 7).
h. Grossing up allowance (non bargaining employees) (Chapter 8).

222 Advance of funds authorization
You may be authorized an advance of funds for the following relocation allowances:
a. Advance round trip.
b. En route travel.
¢. Transportation of POVs.
d. Temporary quarters.
e. Transportation and temporary storage of household goods (bargaining unit
employees).
f. Transportation of mobile homes.

223 Obtaining advances for relocation

When you have determined the amount you need for your relocation, you may
submit an approved Form 1011 not more than 2 weeks before you need the funds
(see Exhibit 223). No advances will be given for expenses related to the sale or
purchase of a residence, or for the miscellaneous expense allowance. (See Appendix
A for approval authority.)

224 Repaying advances for relocation

As you complete each phase of your relocation, you shouid file a travel/relocation
voucher accounting for your expenses. If your allowable claimed expenses are less
than the amount advanced, you should include a check or money order for the
balance due with the travel voucher. Make the check (money order) payable to the
Disbursing Officer, U.S. Postal Service.

Note: Your social security number must be annotated on the check or money order,
If any part of your move is temporarily delayed or canceled, you must refund the
advance you received for that part of your move.
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230 Definitions

Unless otherwise specifically provided in these regulations, the following definitions 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 employee or appointee reports for duty at the first or new
duty station.

233 Household goods

Personal property which may be transported legally in interstate commerce and
which belongs 10 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 you or members of your immediate
family. It does not include items 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 your household at the time you 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 children
must be either:

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

{2) Physically or mentally incapable of supporting himself or herself,
regardless of age; or

(3) An unmarried full-time student under 23 years of age.

¢. 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 10 the new official station 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 general, 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 cases. 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 unable to
maintain a reasonable standard of living.

235 Mobile homes

All wypes of mobile dwellings constructed for use as residences and designed to be
moved.

236 Official station
The building or other place where the employee regularly reports for duty.
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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 you transfer from one official station 10 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 newly hired employee’s official duty station is at a different location from
the place of residence at the time of appointment, relocation expenses will be allowed
only if the expenses are authorized by an appropriate officer of the Postal Service.
{See Appendix A, part 1) ’

243 Relocation resulting from a reduction in force (RIF)

243.1 Involuntary separation. If you transfer to a new official station after being
notified of involuntary separation, you are eligible for relocation allowances, subject
to the distance requirement limitation. (See part 284.)

243.2 Re-employment. If you leave the Postal Service because of a RIF or transfer
of function, and are re-employed within 1 year of your separation date to a
permanent appointment at a different duty station, you are eligible for relocation
allowances, subject to 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 to relocation allowances
under these regulations, the authorized relocation allowances will apply only 1o the
member specified on Form 178, Specific Travel Order - Relocaiion & Relocaiion
Agreement(see Exhibit 244). The other member is eligible as a family member only.

245 Taking relocation leave

If you are eligible for relocation allowances, you are entitled to’a maximum of 5 days
of leave with pay. This is administrative leave and is not to be charged to any other
leave that you may be entitled to under existing policies, e.g., sick leave, annual
leave. The granting of this leave is non-discretionary and in addition to any travel
time: you 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 a Service Agreement

251 Definition

Before Form 178 is approved and any payments are made, you must agree to remain
in the Postal Service for at least 1 year by signing the form (see Exhibit 244). This
form states that you agree to 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
travel advance will be authorized unless you have signed Form 178.
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252 Your liability under the agreement

252.1 Leaving the Postal Service. While the agreement is in effect. you may leave
the newly assigned duty station only for the benefit of the Postal Service, as
determined by an officer. You may leave the Postal Service only for reasons beyond
your control, if your leaving is acceptable to the Postal Service. If you decline to
accept or to complete the transfer, you will become liable to repay any relocation
benefits you have received.

252.2 Violation of the agreement. If you violate the agreement. you will have to pay
back any money that the Postal Service has spent for your travel, transportation, and
allowances, 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 12 months. You are relieved from the 6-month obligation
remaining from your earlier transfer.

260 Withholding Tax for Relocation Expenses

261 Relocation expenses subject to Federal income tax withholding

261.1 Relocation payments. Transactions related to 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 estate expenses involving the purchase of your new residence (and sale of
your old residence);

e. Miscellaneous expense allowance payment; and

f. Grossing up payments (non bargaining employees).

Under current Internal Revenue Service (IRS) regulations, up to $1,500 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
temporary quarters expenses, are not taxable. Any and all amounts in excess of
$3,000 are taxable.

261.2 Withholding and reporting moving expense taxes. The San Mateo PDC
withholds taxes at the rate of 20 percent, rounded to the nearest dollar. Actual tax
liability is determined by you and the IRS at the time you file tax returns. The San
Mateo 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 Siatement, 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
Certain 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 to a new residence.
b. Reasonable expenses, including meals and lodging, that you and your immediate
family incur en route 1o the new residence.

270 Issuing Form 178, Specific Travel Order-Relocation & Relocation Agreement

Form 178 describes the relocation expenses to which you are entitled. The appropriate approvmg
official at the new duty station issues and signs this form before you travel or ship vour goods. (See
Exhibit 244 for an example of a properly 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 parents are dependent, as described in part 234,

280 Limitations on Moving

281 Maximum time for completing your move

You should complete your move as soon as possible. You must complete all
allowable travel and transportation within 3 years from the effective date (date
reported for duty at your new official station) of your transfer or appointment. The
time limit for real estate transactions is 1 year; however, this time limit may be
extended for up to 2 additional 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 lost as a result of shipping restrictions,

284 Distance requirement

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

285 Exceptions to the 35-Mile Rule

Handbook EL-311, Personnel Operations, addresses "Community Involvement.” Sec-
tion 547.3 of the handbook states that if field division general manager/postmasters
or MSC managers consider it necessary, they may require a newly appointed
postmaster to relocate closer to the duty station post office. Under these cir-
cumstances, newly appointed postmasters are eligible for relocation allowances listed
in section 22la. through 221h. The approving official may reduce or disallow
allowances for advance round trips and temporary quarters, as specified in part 310
and section 520.21 of Handbook F-10.
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290 Miscellaneous Expense Allowances

10

291 Neon bargaining employees

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

292 Bargaining employees

292.1 Various allowable expenses. You 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 is 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 (except when these costs
are claimed under household goods) and the cost of converting appliances so that
they can operate on available utilities.

b. Cutting and fitting rugs, draperies, and curtains moved from one residence to
another.

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

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

e. Automobile registration, driver’s license, use taxes imposed when bringing
automobiles 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.

292.2 Claiming an allowance without supporting documentation. If you do not
choose to itemize expenses, you may claim the following flat allowance (see Exhibit
292.4):

a. $150 for an employee without immediate family.

b. %300 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 amount for miscellaneous expenses that is
greater than that specified, if you can support your request with an acceptable
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 you have an immediate family. (You are encouraged to itemize
expenses if the flat miscellaneous expense allowance does not cover your actual
expenses and the amount does not exceed the criteria stated above.)

292.4 Claiming miscellaneous expenses. You must claim the miscellaneous expense
allowance on Form 4871, Relocation - Miscellaneous Expense Allowance Claim. (See
Exhibit 292.4.) If you claim the standard allowance, indicate the allowable amount in
the space provided on the form (Claiming standard allowance of $------- (either $150
or $300 depending on family status)).
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292.5 What the allowance does not cover. Examples of the types of costs that are

not reimbursable under this allowance include:
a. Losses in selling or buying real and personal property, and the cost of items
related to those transactions.
b. Cost of additional insurance on household goods and personal effects while
they are being moved to your new official station, or the cost of loss or damage 10
that property.
¢. Additional 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 installation cost of
new rugs or draperies.
e. Higher real estate, income, sales, or other taxes as a result of relocating.
f. Fines for traffic infractions while you or your family are en route to the new
official station.
8. Accident insurance premiums or liability costs in connection with traveling to
your new official station, or any other liability you 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 10 the
new official station,
j- Subsistence, transportation, or mileage expenses greater than amounts reim-
bursed as per diem or other allowances under these regulations.
k. Medical expenses resulting from illness or injuries to you or a member of your
immediate family while en route to your new official station. or while living in
temporary quarters at Postal Service expense.
. Costs connected with structural alterations, remodeling, or modernizing living
quarters, 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 a
miscellaneous expense in those areas where such a fee is the established practice,
such as New York City.
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Exhibit 244, Form 178, Specific Travel Order-Relocation & Relocation Agreement
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, ~ Relocation - Miscellaneous Expense Allowance Claim
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Name of Payee (Frsi M. Lasy Social Seaxity Numder Spechc Travet Orcer Numow
John A, Doe I Q3 7-65- 432\ £01448 - 0-00]

Aacress of OScal Dury Stasan
A1PSD ", Room $800° 0SPs Head quarlers | 475 LEE_E‘.&' thg Qﬂ&b!n& D.8. Roago -5

R claim standard sliowsncs of §__1, 000,00

[0 | hereby make cliaim for miscslianeous sxpanses lncurud in ofthe ble maxi {F-12, Part 290):
Dtamapplying $ to my outstanding advancs.
Date Nature of Expense Amount
$
Subtotal $
Amount appiied 1 ( )
outstanding advance
- Total | $
Signatre o P Daw “Authoraed Apparving Offcars Sig [y
Qj:— O. Det ufiz /g0 w 1iliz/ge
Tale

Toa of Payye
Accourtant Gese wl m»—ﬁss&qf’ﬁb éﬁ‘b“’ Div.
Fraumden CIm—F anECKDon O &n Mem 20 Mg KOOV workcs 2 Soieiors of the cheee (28 LISC 2514} and may resil 1.4 frw of n more vt $18.000 o impr [ ] a5 yoars or it (1 USC

are YWI)-

Empioymers Cppononity Commessan v : L
Nk Symme Prowcion Bosd or Ofis of Scacl Coure! ke procesdings invoiving Sossdie prohbieed personnsl pracice. The compiesion of 253 Jorm is volrary. however, § s rfcnmation # mexr prowded. you ey

10t b embursed K your e anG ACCIE0N SXDmreh.
PS Form 4871, Ocover 1990

Exhibit 291, Form 4871, Relocation-Miscellaneous Expense Allowance Claim, Non Bargaining Employees
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Relocation Policy Exhibit 292.4

, o Relocation - Miscellanecus Expense Allowance Claim

oo
Nara of Payse (Frst ML Last) ‘Souial Secrity Number Speciic 1ravel Oroer Numoer
John_Q Traveler 123-45-6189 401948 -0~ 002
Adcress of Ol Duty Steson
OLfice of Actounts n_%'.j)cét. of the Corrtvoller’ 475 1! Enfart Plaza Su: Lasht n. DL 2200 5211
& | claim standard il of$_J300.00 .
O 1 hereby make claim for miscellansous sxpansas incurred in of the altowabk d {12, Part 200):
[J1am applying § to my ding adv
Date Nature of Expense Amount
s
Subtotal ) $
Amount applied to . ( )
outstanding advance
Total |$
Do Jaucod % Ofca’s & Caw
3fifa w 3/ifay

. Gcneml Mana e ..
ccounti Tech A 8 fayables tems Division

Frmaiors Ciaieo—F sinicason of an ‘nnmmmamdndumlﬁcalqmm—lhahdun $10.000 Or IMpriscrevent r not S Ther: 5 years e o (18 USC

7.4 o).

The colaction of this norengzion 5 mahorized by 28 U.S.C. 1003 and 200K Thin inkormasion wit be tiid 1 account for yocr offciel Gty savel 21t ssiocation mpenses. Ja 3 routre uie. B informtion ey be decioned

nawdﬁa-mmamtrn-dmwwnu&uwnMnmmmnnh’umnmwws-nmbmm

Wine el 10 3 g, 0 o 1 ik

mmn;mmsmmmnm nmm-mmm—\nmnmmmmbummwuwnuﬁ:l
o 4 el EED compiint Sec againmr USPS wrier 25 CFR 1613; 0 8 independere Cartfind Pubic Accountent @iring an efficisl sudk of USP'S fnances ad © e

ms—mw«mdwwummwmmgmmmuuu.mmlnmmhmm,wq

0t D spiraburancs for YOUr Bavel a ECRICH STNNR.

PS Form 4871, October 1990

Exhibit 292.4, Form 4871, Relocation-Miscellaneous Expense Allowance Claim, Bargaining Employees
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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 trip for the purpose of seeking a permanent residence or
mobile home site at the new official station. You may take this trip with your spouse
or either of you may take it alone. If you take this trip, you must take it before you
report to your new official duty station. If your spouse takes this trip instead of you,
he or she must take it before your family moves to the new duty station, but not
later than 2 years 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 it.

312 What will and will not be authorized

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 trip is authorized, you must meet
all of the following requirements:

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

b. 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 stations, the mode of transportation to 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 transportation, the Postal Service 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 will not be charged leave.

Note: Non bargaining employees are allowed two round trips, if necessary. Each trip
can not exceed 10 days and 9 nights.

312.3 Authorizing a POV. If the Postal Service authorizes the use of a POV, your
mileage will be reimbursed at the mileage rate shown in Appendix B, part 1. B.

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

b. For your spouse: 75 percent of the standard quarterly per diem rate.

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 you.

Orne 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. 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 your
Form 1012, Travel Voucher {no receipts are necessary). Questionable costs may be
subject to challenge or request for clarification by approving officials.

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

320 En Route Transportation Expenses
When 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.

330 General Rules on Subsistence Expenses

331 Driving distance requirement

The Postal Service will pay per diem allowances on the basis of total time required to
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 minimum driving 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 and/or destination points other than the old
and new residence, the mileage reimbursement and per diem allowance may not
exceed the amount which would be paid for the trip from the old official station to
the new official station.

334 Personal phone calls home while en route

One phone call 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
same time. The length of the reimbursable phone call may not exceed 5 minutes. The
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least expensive means of placing the phone call must be used. when possible. 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 costs may be subject to
challenge or request for clarification by approving officials.

335 Amount of allowable subsistence expense for en route travel

335.1 Expenses for lodging and per diem. You and your family, or your spouse and
your family, are entitled to actual expenses for lodging, plus the following:

a. For you: Appropriate quarterly per diem rate.
b. For your immediate family members: 75 percent of your per diem rate.

335.2 Expenses for spouse when traveling alone. When your spouse is not accom-
panying you but travels at a different time, your spouse’s per diem will be at the full
quarterly standard per diem rate,

335.3 Exclusion for the 10-hour rule. The limitation provision that allows no per
diem for travel less than 10 hours does not apply to en route travel. The per diem
rate is listed in Appendix B.

335.4 Example of en route travel voucher. Refer 10 Exhibit 335.4 for an example of
a voucher prepared for claiming this allowance. You must supply lodging receipts to
support the claim on the travel voucher.
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Exhibit 335.4 (page 1) Relocation Policy

1? Travel Voucher

v

Fay«sNa:m (Firsi ML, Last) Socal Becunly Numnder
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o B 1 Provioed, you My IO D Arenbursact K your TR ANC MECAT0N SN,

PS Form 1012, October 1980

Exhibit 335.4 (page 1), Form 1012, Travel Voucher, Claiming En Route Travel Allowance
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Nature of Expense

Mileage Per Diem Lodging Car Rental |Transp.| Other
Rate
Date | Rinerary/Explanation of o, 24e
1840 Expenses Clalmed Vios | At
M Charae of Officil Staton
] g;g' okicgi Station~—
Kansas City, MO.
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2163
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(0148
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B
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& TiSpm .
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———

e
N
2
3

S Toud At ), I »
vfuedVoxhe P | §4.3 110 |ind Coum P 10w |90
PS Form 1012, Ocwber 1950 (Reverss)

41 402 J72100 IR WO

Exhijbit 335.4 (page 2), Form 1012, Travel Voucher, Claiming En Route Travel Allowance
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Relocation Policy 3.1

Chapter 4
Transporting and Temporarily Storing Personal Property

410 Making Shipping Arrangements

411 General

Non bargaining employees must 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 part
413.) Parts 420 through 440 apply to both non bargaining and bargaining employees.

412 Non bargaining employees

412.1 RMF services. The Postal Service has contracts with two RMFs to provide
relocation services to non bargaining employees. The RMF will coordinate activities
associated with the shipment of household goods, 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 value insurance on household goods; (f)
transporting or arranging for the transport 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 1o 60 days, if necessary.

412.2 Activating the RMF. After obtaining approval of the relocation travel orders -
Form 178 - and after the transferee signs the relocation agreement section, the
responsible 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
Relocation Management Section, San Mateo PDC, 2700 Campus Drive, San Mateo,
CA 94497-9420. The San Mateo PDC will contact the appropriate RMF coordinator,
who in turn will contact the transferee 10 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 obtain at least two estimates from
recognized professional moving firms and use the lowest estimate. You must attach
copies of the estimates to any reimbursement 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 must attach the justification and the
approving official’s written 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 PDC 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, including containers and packing materials. When the property
is transported crated, the net weight is computed as 60 percent of the gross weight.
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413.22 Constructive weight. If the gross weight cannot reasonably be determined,
figure the net weight from the cubic measurement, on the basis of seven pounds per
cubic foot. This is called 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 also may be used (a) for a part load when the weight
could not be obtained without first unioading it or other part loads that are carried
in the same vehicle; and (b) when the household goods are not weighed because the
carrier computes charges for a local 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 amount of properly loaded van space
required for the shipment. If you obtain neither an actual nor estimated weight
certificate, you should include a letter of explanation with your claim.

413.3 Weight limitations

413.31 Weight of household goods. The weight of household goods and personal
effects which may be transported or stored at Postal Service expense must not exceed
18,000 pounds net weight, regardless of family status. If household goods exceed the
authorized weight limitation, the reimbursable cost will be based on the following
formula:

Authorized Weight/Actual Weight x Total Cost = Reimbursable Cost

Example: An employee transports 19,000 pounds, at a cost of $1,900. The authorized
weight is 18,000 pounds. The calculation for reimbursement is:

(Authorized weight) = 18,000 Ibs. x $1,900 = $1.800
(Actual weight) = 19,000 Ibs.

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. If you ship professional books needed for
performing your official duties, and the weight of these books causes the household
goods shipment to exceed the maximum weight allowance, the professional books
may be transported to the new official station as an administrative expense not
chargeable to travel and transportation accounts. The appropriate approving official
must authorize this shipment.

413.4 Authorized 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 place of actual
residence of the new appointee at time of appointment) to the new official residence.

413.42 Expenses that the Postal Service will not pay. The Postal Service will not
allow expenses for transporting property acquired en route.
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413.5 Renting a U-Haul-type trailer or van

413.51 Documentation and reimbursement. If you choose to personally transport
your belongings by renting a U-haul-type trailer or rental vehicle, the Postal Service
will reimburse you for only the actual costs you incur. You must support your costs
with receipts from the rental company and, where applicable, with receipts for fuel
and tolls. Packing materials and other customary services and equipment supplied by
the vehicle rental agency are reimbursable but must be clearly reflected on the
billings that the rental agency provides. If you obtain packing materials or equipment
from other than the rental agency, receipts are required.

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

413.83 Acceptable documentation. 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 limitation. 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 1 your
place of residence for leave before serving a new tour of duty outside CONUS at a
different post of duty.

413.7 Insuring property. When property is shipped or stored, a small amount of
insurance is usually included in the basic charges. However, you can get a larger
amount of insurance if 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
limit. You will be reimbursed for the actual costs of storage, including in and out
charges and necessary drayage (cartage).

413.82 Documentation you must supply. You must support your claim for re-
imbursement with a copy of the paid bill of lading, including a copy 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 also will need to submit a copy of the paid bill for any storage costs.
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420 Transporting POVs

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 duty station. This authorization will only be
made if vou bought the vehicle before you became aware that you would be assigned
10 a new duty station to which the transportation of a vehicle would be authorized.

422 Conditions for transporting more than one POV

Under any of the following circumstances, the Postal Service may authorize moving
more than one POV:
a. If there are more members of your immediate family than can reasonably be
transported with luggage in one vehicle.
b. If. because of age or physical condition, it is necessary to transport one or more
members of your immediate family in one vehicle, and a second vehicle 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.If a member of your immediate family travels unaccompanied between
authorized points other than those for your travel.
e. lf vour immediate family members. for an acceptable reason, must travel to the
new official station ahead of your reporting date.
/. 1f the Postal Service considers that the second vehicle is necessary at the new
location for you to report to duty on a daily basis, i.e., both you and your spouse

are emploved and need to get to work or to commuter lines, or your new
residence is inconvenient to public transportation.

430 Reimbursable Expenses for the POV

431 Costs of transporting an additional POV

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

b. If it is impractical 10 drive the additional vehicle to the new duty station
(because of weather conditions, distance, etc.), the Postal Service will (1) for non
bargaining personnel, assign a RMF to provide services for shipping; or (2) for
bargaining personnel, reimburse the cost to transfer 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
limitation. You will be reimbursed at the rate of the most economical method
available. You must provide a cost comparison.

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

When it is necessary to ship a POV, i.e., from Hawaii to the mainland and vice versa,
the Postal Service will allow all necessary and customary expenses, including crating,
packing expenses, shipping charges, and port charges for readying the vehicle(s) to be
shipped from the port of debarkation. If you make a separate trip 10 a port to
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 transported, you may choose to take an allowance
for transporting a mobile home that you will use as a residence. Before you can receive this
allowance, 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 transporting mobile homes are in addition to payment of per diem, mileage,
and transporiation expenses for you and your immediate family.

441 Computing distances

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

442 Computing allowances

442.1 Transportation by a commercial carrier - limitations. The allowance includes
the carrier’s charges for blocking and unblocking and for actually transporting the
mobile home, not to 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 travel voucher.
b. Ferry fares and bridge. road, and tunnel tolls.

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

442.2 Nonreimbursable items. Allowances do not include costs of maintenance,
repairs, storage, insurance for valuing the home above the carriers’ maximum
responsibility, or certain 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, unlike pilot cars required by State law, are not essential to
transporting a mobile home from point to point.)

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

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

443 How much yvou may claim

The total amount that the Postal Service will pay for transporting a mobile home will
not be more than the maximum amount that would have been allowed for transport-
ing household goods and storing them for 60 days.
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s Request for Relocation Management Firm (RMF) Service
UNITED STATES
POSTAL SERVICE

RELOCATION MANAGEMENT SECTION
SAN MATEO POSTAL DATA CENTER
2700 CAMPUS DRIVE

SAN MATEO CA 944387-9510

Please request services frof an appropriate RMF for the employee named below.
Name of Transleree

Ottice Commercial Number
;!ohg A:?Dog (20R) ReB - xx xx
Sociat Secunity Number Ottice PEN Number
q487-65- 4321 | 2O RLE - X O%O
New B/a New Finance Numbet Horme Number
ria 40 1948 1301 ) 585~ XXX X
Agoress of Old Residence {for RME [0 Dick up housenold goods) Acaress of New Resioence (1or RMF 10 geliver househola goods)
if Availabie
S 900 FPases
Kansas City, MO
B Liilo-325
Agdress of New Duty Station e New Ottice Number -
Assétsd Fayables Sqstems Division
Room 8800 (202268 - OXXX
05 PS - Headqua rtes : - —
415 U Enfant Plaza,Sw meloyee’s Reporting Date
Washindton “P.C. oace-s21l I\-12-40
Check the appropriate box{es) for the services
requested
Household Home Signature of Approving Otticial
Goods Purchase
EAS R Yes [ Deviation Basis Typed N;% and 1‘.“, of Approving Otticial
, Sm: ral MAM:CP
PCES| Yes o Yes Ottice Kame
Office of Accounting : Asels -fp_.#-JJc S fersv,

pS Form 8059, May 1950

Exhibit 412.2, Form 8059, Request for Relocation Management Firm (RMF) Service
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Chapter 5
Temporary Quarters

510 Allowances for Temporary Quarters

511 Definition

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 your household goods into them. Temporary
quarters are meant t0 be used only until you can move into a permanent residence.

512 Conditions and limitations on temporary quarters

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

§12.2 Occupying temporary guarters that become the permanent residence. If 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 quariers 10 be only temporary. The approving official will consider such
factors as: the duration of the lease, whether you moved household effects into the
quarters, the type of quarters, expressions of intent, attempts to secure a permanent
dwelling, and the length of time you occupied the quarters.

§12.3 Renting. If you rent a residence you are arranging to buy at the new station,
the residence may be considered temporary quarters until you have closed the
purchase transaction or until the allowable time limit for temporary quarters expires,
whichever occurs first. The maximum that the Postal Service will allow is the actual -
rental fee {no subsistence is allowed) or the maximum amount allowable in parts 533
or 534, whichever is less. You must show cost comparison on the travel voucher,

512.4 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 your en route travel takes 24 hours or more,
and you begin to occupy 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 quarter for which travel per diem is paid.

512.42 En route 24 hours or less. If your en route travel takes 24 hours or less, and
you begin to occupy 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 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 quarters period you begin 1o occupy permanent quarters, the temporary
quarters period will be continued for that day.
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520 Limitations
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512.5 Exception-daily commuting instead of temporary quarters. If you wish to
commute daily to and from the residence at your former duty station during the
60-day period (for non bargaining employees) or 30-day period (for bargaining
employees) 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). Re:mbursable costs must not exceed the cost of temporary
quarters for 60 days or less (for non bargaining employees) 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 include 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 to approve the employee’s travel voucher
makes the final decision on these requests for exception.

on Temporary Quarters

521 When you must begin using temporary quarters
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

§22.1 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
emplovees). 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 allowances for temporary quarters if:

a. You have made a round trip to seek permanent residence quarters; or

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

other circumstances, you have had the opportunity to make arrangements for

permanent quarters; or

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

permanent quarters.

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

a. Time spent in official travel status.

b. Scheduled vacation leave that the employee cannot change.

¢. Other extenuatmg circumstances over which the empioyee has no control such
as a death in the family.
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523 Trips home during time period for temporary quarters

$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).

§23.2 Limitation on reimbursements during return trips home. The Postal Service
does not allow subsistence expenses while you 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 you 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 temporary quarters 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 your immediate family occupies permanent residence
quarters, or when the allowable time limit for temporary quarters expires, whichever
occurs first.

530 Allowable Reimbursement for Temporary Quarters

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 parts 533 and 534. The subsistence
expenses you claim must be related to temporary quarters and must be necessary to
one’s existence, such as food, laundry, or dry cleaning. Subsistence items basically
include only consumable food products. Subsistence expenses do not include items of
clothing, toothpaste, toothbrushes, razor blades. hair care products, small kitchen
appliances, etc. You will not be reimbursed for any expenses for local transportation
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 quarters 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 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 travel
voucher, Form 1012 (no receipts are necessary). Questionable costs may be subject to
challenge or request for clarification by approving officials.

532 Obtaining required receipts

You must obtain receipts for each item of subsistence expense in excess of $15,
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 either (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 quarters allowance):

a. Daily rate for the first 10 days:

(1) For you. three-quarters of the sum of the per diem and standard lodging
rate.

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

b. Daily rate for the second 10 days:
1} For you, two-thirds of the daily rate established in a(}).
(2) 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:

(1} For you, one-half of the daily rate established in a(1).

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

§33.2 Family entering temporary quarters subsequent to employee. If you occupy
temporary quarters and are subsequently joined by your family, the family rates
allowed will be the rate for the 10-day period that you are in at the time your family
comes into the temporary quarters.

533.3 Per diem outside CONUS. When you are transferred to or between stations
located outside CONUS, the sum of the per diem and standard lodging allowance
should be replaced with the per diem authorized by the Department of State or
Department of Defense, whichever applies.

533.4 Claim for subsistence expenses-temporary quarters. When you claim re-
imbursement for occupying temporary quarters, use Form 4872, Claim for Subsis-
tence Expenses-Temporary Quarters. (See Exhibit 533.4.) Add together all allowable
subsistence expense items for each 10-day period you claimed.

533.5 Limitation of reimbursement. The Postal Service will compare the total
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 5334 for a
sample voucher.

Example: the sum of the per diem (average cost area = $26) and standard lodging
allowance ($25) is $51. If a bargaining unit émployee, spouse, and one dependent
child occupy temporary quarters for 15 days, the employee could claim actual
expenses up to the maximum amount computed as follows:

1st' 10 days Employee, 10 days at £38.25 $382.50
Spouse, 10 days at 25.50 255.00
Child, 10 days at 25.50 255.00
Maximum allowable, 10 days at $892.50
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2nd 10 days Employee, 5 days at $25.50 $127.50
Spouse, 5 days at 17.00 85.00
Child, 5 days at 17.00 85.00
Maximum allowable, 5 days $267.50
Maximum allowable, 15 days $1,190.00

534 Computing the maximum-non bargaining employees

834.1 Temporary quarters subsistence expense. If you are a non bargaining
employee, the amount you may be reimbursed for subsistence expenses for tem-
porary quarters in CONUS will be the lesser of either (a) the actual amount of
allowable subsistence expense incurred for a 60-day period; or (b) the maximum
amount computed as follows (a standard lodging rate of $39.50 will be used to

compute the temporary quarters allowance): '
Daily rate for 60 days:

a. For you, 80 percent of the sum of the per diem and standard lodging rate.
b. For each member of your immediate family, two-thirds of the rate established

for you.

§34.2 Limitation of reimbursement. The Postal Service will compare the total
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 534.2 for a

sample voucher.

Example: the sum of the per diem (average cost area = $26) and standard lodging
allowance ($39.50) is $65.50. If a non bargaining employee, spouse, and one depen-
dent child occupy temporary quarters for 15 days, the employee could claim actual

expenses up to the maximum amount computed as follows:

15 days Employee, 15 days at $52.40
Spouse, 15 days at 34.93
Child, 15 days at 34.93

Maximum allowable, 15 days

534.3 Claiming subsistence expenses for temporary quarters.

$786.00
524.00
524.00

$1.834.00

When you claim

reimbursement for occupying temporary quarters, use Form 4872, Claim for Subsis-

tence Expenses-Temporary Quarters. (See Exhibit 534.2.)

534.4 Per diem outside CONUS. When you are transferred t0 or between stations
located outside CONUS, the sum of the per diem and standard lodging allowance
should be replaced with the per diem authorized by the Department of State or

Department of Defense. whichever applies.
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Chapter 6
Real Estate Transactions and Unexpired Leases

610 Conditions and Requirements #

611 Reimbursement for settlement expenses

The Postal Service will reimburse you for allowable settlement expenses for:
a. Selling one residence at your old official station.
b. Buying or constructing one residence at your new official station.

Settling an unexpired lease at your old official station either for the house in
which you lived or for a lot on which you had a mobile home used as residence.

o

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 you; both
stations are located within the United States and its possessions; and you have
signed Form 178.

b. The title to the residence (which may be a mobile home and/or a lot on which
the mobile home is or will be located) at the old 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 your name and in the name of one or more members of
your immediate family; or (3) solely in the name of one or more members of your
immediate family. For disposition of the property at the old duty station, you (or
your immediate family) must 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 you 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) year after the date on which you reported for duty at your
new official station. If you submit a written request to the appropriate approving
official before the end of the initial year, this time limit may be extended for up to
1 additional year.

Note: If you encounter unique and unusual circumstances, you may submit a
written request through your installation or department head to the appropriate
officer for a second extension of up to 1 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 to 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 attach 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. If the residence is a multiple-occupancy dwelling
and you occupy only part of it, your expenses will be reimbursed on a prorated
basis. In addition, your reimbursement will be limited 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

f. Sections 612¢ and 612d do not apply if vou are a master instructor assigned to
the Management Academy, Potomac, MD, and meet these three conditions:

1) You are assigned to the Management Academy for 3 years or less;
2} You did not sell your residence at your old duty station at the time you
were assigned to the Academy, or while you were at the Academy; and

3) At the end of the assignment, you did not return to your former duty
station.

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

613 Disclosure statements

You must support Form 4877, Reimbursement of Real Esiate Expenses-Change of
Official Siation, with a copy of the disclosure statement required by Regulation Z
issued by the Board of Governors of the Federal Reserve System and the Truth in
Lending Act. Title I, Public Law 90-321. for all charges made by the lending
institution toward the purchase of a new residence.

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

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

621.1 Limit-10 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-§ percent of purchase price. The Postal Service will reimburse you for
allowable 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 real estate commission that you
paid for selling your residence, as long as the fee or commission does not exceed
customary rates for that locality. No such fee or commission is reimbursable when
you buy 2 home at your new official station. If you or a2 member of your immediate
family receives any compensation for performing brokerage/real estate services, you
must deduct that compensation from the amount that you claim. '

623 Other advertising and selling expenses
The Postal Service will reimburse the costs of advertising (newspaper, bulletin board,
multiple-listing services. or other advertising) to sell your residence at your old

official station if you have not paid for those services as part of a broker’s fee or real
estate commission.
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624 Costs of selling or buying a home

624.1 Legal and related costs of selling or buying a home. The Postal Service may
reimburse certain legal and related costs of selling or buying a home. The costs must
meet all of the following conditions:
a. They have not been included in brokers’ fees, lawyers’ 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.
¢. 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.

Title opinion.

. Lender’s title insurance policy.

Preparing conveyances, contracts, and other legal documents.

Notary and recording fees.

Surveys.

. Drawings or plats required for legal or financing purposes.

Customary appraisal costs.

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

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

{.  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 1
percent of the value of associated loan.

m. Postage/messenger fees charged for the delivery of documents to/from the
agents associated with the sale 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 old official duty station or by the purchaser of the residence in
the locality of the new official duty station. Such fees must not exceed amounts
customarily paid in the locality. The Postal Service will reimburse the actual
amount of postage/messenger fees up 10 a maximum of $60.00. Amounts claimed
for reimbursement of postage/messenger fees must be itemized in section 7 of
Form 4877. Documentation showing amounts paid must be submitted with your
claim.

n. Attorney’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; and (3) a statement that each
service for which claim is made is the accepted practice for the locality of the
residence. '

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

mMEETRS AN OB
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Note: Attorney’s fees are reimbursable only to the extent that they are not for
services also performed by another party (lender, title company, etc.) for which
reimbursement 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 will reimburse the following
settiement costs if they do not exceed the amounts customarily charged in the locality -
of the residence and 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:

a. FHA or VA loan application fee.

b. Costs of preparing a credit report.

¢. Morigage and transfer taxes.

d. State revenue stamps and similar fees and charges.

e

Mortigage title insurance required by the lending institution to obtam a
mortgage loan (commonly called lender’s coverage).

625.2 Other reimbursable expenses. If you are selling a home and the terms of the
mortgage or other security agreement include a prepayment penalty, the Postal
Service will 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 computation 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.

625.3 The Postal Service will not reimburse the following settlement costs:
a. Owner's title insurance (for exception, see section 624.2j).

"Record Title” policy.

Insurance against damage or loss of property.

Interest on loans, points, and mortgage discounts.

Loan commitment fee.

Loan origination fee (bargaining unit employees).

. Loan assumption or transfer fee.

Property taxes.

Operating or maintenance costs.

Tax services.

VA funding fee (see section 625.1).

AT FETNA RS O

6254 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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625.5 Constructing a house. If you 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 you for losses resulting 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-to-month rental) on residence quarters you oc-
cupied at vour 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:
a. The applicable laws or the terms of the lease provide for payment of settlement
expenses:

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 you were terminating the lease after finding out that you were being
transferred to 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 itemize these expenses
and enter the total amount on a travel voucher.

627.2 Claim for unexpired lease expenses. You must submit this voucher separately

from the claim you make for expenses related to buying a home. You must support
each item with a copy of the lease agreement and proof of payment.

630 Submitting a Claim for Reimbursement of Real Estate Expenses

631 How to apply for reimbursement and how to document expenses

631.1 Claim for reimbursement of real estate expenses. Prepare Form 4877 (see
Exhibit 631.1). Enter the itemized amounts vou are claiming in the appropriate
spaces on the form. For each expense, attach documents showing that you paid the
expense. Identify items claimed in item 4 on the reverse side of Form 4877.

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

631.3 Documentation required to support real estate expenses. You must submit
one complete set of legible, signed documents or copies of them to support the
claim. Copies of the following documents must be included, if appropriate: (a) the
sales agreement; (b) the purchase agreement; (¢) property settlement documents; (d)
loan closing statements; (e) invoices or receipts for bills 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 supporting documents 1o request reimbursement for sales or purchase expenses,
for review, adjudication, and signature approval as follows:
a. Transfers to and from Headquarters: Submit to General Manager, Assets and
Payables Systems Division, Department of the Controller, Headquarters. (This
. authority may be delegated only 10 the Acting General Manager, Assets and
Payables Systems Division, Department of the Controller, Headquarters);
b. Transfers to and from Field Divisions: Submit to appropriate Field Division
Controller. (This authority may be delegated only to the Acting Field Division
Controller); .
¢. Transfers 1o and from regional offices: Submit to the General Manager,
Accounting and Systems Compliance;
d. Headquarters-related field office transfers: Submit to the nearest associated city
Field Division Controller: and

e. Inspection Service transfers: Submit to Regional Chief Inspector or Inspectors
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 will be reduced or disallowed. The appropriate official will indicate whether
the expenses are approved 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 administrative 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 supporting documents will be forwarded for payment
in the usual manner.

640 RMF Service for Home Sales

641 Requirements
This program may be offered to EAS personnel, grade level 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 between 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 $50,000 and must be
situated on no more than one acre of land.

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

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

642 Guidelines to follow when filing Home Sale Deviation
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 advertisement,.
¢. Copy of the recent property appraisal, if available. (A property appraisal
conducted by a financial institution is not acceptable.)

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

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 transferee. Accordingly, all requests must
include the empioyee’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 to be honored or directed “up the line."
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Exhibit 631.1 (page 1) Relocation Policy

1:' Reimbursement of Real Estate Expenses ~
. Change of Official Station

e
IR

INSTRUCTIONS
(See Handbook F-12, Relocation Policy and F-11, PCES Relocation Policy}

. Complete Parts |, lI. and Il of tace and enter all applicable armounts and 3. Be sure you have signed the Employee Certification(s) below.

otals on reverse. 4. Submit this form with supporting documentation 1o the General Manager,
2. Attach'ong compiete set of documents required o suppont claim, National Accounting Division, Dept. of the Cantrolier {Headquaners); or
a. Copy of sales agreement between buyer and seller. Fmid Dmsnn Controller (Fieid Dwxsmn) Regional Manager, Accounting
b. Copy of setdemeant sheet. | 33 g {Region), or Regi Chief insp or Inspec-
€. Copy ot receipt for any item claimed that is not on seRement sheet tor in Charge (lnspecaon Scmcn) as apprepnala When Form 4877 is
(cradit report appraisal, elc.) signed by the approp pp ), subemit 1o the San Mateo
d. Copy of di that is required by Regulation 2 and POC tor payment.
e Truth in Lending Act (purchase ransactions only).
- - 1. EMPLOYEE — CLAIMANY
e (Pt M1, Lasy Ceck Aopicable Bax # Exer cwm for Real
Jehn A Dee Esom Ove R
Oftcial Dty Stabon address
UsPS: A4P5D: Reom B800; 475 & ‘Enfast Plaza Sw: ash ngten D.. Zo2eo-g21)
" T TRANSFER DATA. -
Oic Othcial Station st.a.mybu. {Spwﬁc‘rranmrwm
Kansas City MO o4ior-9521 q81-65- 43R} &o194f-0-00|
. ) . M. RESIDENCE PROPERTY DATA
O Oticial Stasion New Official Stason

Complate Address of Residerce 5900 Pasee
(inciuce Aot rSiste Ne. & ZIF o4) Kansas Citu MO cdlio-3as(

No. of Dweiling Units on Property l

Sale arxvor Purchase Price ﬁ 8“,700
Date of Ciosing or Setserment /0/.?6/90
Amt. of Expense Being Clamed 3 5-’&’7‘00
Adpastments o Amount Claimed
Amount appied 1© SUISTANGNG

ahvence

Net 1o Transtens ,q 5,(-87.00

Empicyse Certification

lhenbycomymmmomtchmnmm%h-a&nmmnmsmbmmswp&-ﬂbymandwuohtwwm
was in my name and/or  member of my immediate family and was my resid when first of my vanster, o is-my-new

s&“% a. ‘;)J. _ [ /o[aqlqa

- IV, APPROVALS'

A&mawmwﬂncxmsduwtw-dbnbowmhorwy B. Purchase E o!lho,*-‘ apphedh‘abm
approved as being (1) easonable in amount and (2) cuswomarily paid by a @8 herady app in smount and (2) customaly
saller in e locality where the property is located. paid by & buyer in the locality whers the property is locaed.
K AsClamed  [J As d [JAsR d, Per Atached Memo D As Claimed [JAs b d [JAs R d, Per A d Memo
Tcuolwmomauwmmm) Dute Tate of Approwng Official (& new duly station) Daze
orttroller- Field "Dividion
AA:ZZWMM Hitleo Sagnanss of Approving OHCIN) (aF rew Gy SAo)
Zaafd..?
Funds EROEs Number ADDrows a3 Spnttare ¥ Do
. : 11/5/90
Fraucer: Clak ion of &7 ke i a1 SXATEe Sccours woNks & loeiuas of the clekn (20 USC 2514) and may st 1 2 %ew of o more thise $10,000 o imprisorment for nos o e 5 year o ban (1§ USC
271 100}

The collection of thia iormation is sshorized by 35 US.C. 1001 and 2008 Thia inkormacion wil be ued 1o acoourt for your olficiel Ay IFavel 7 reiocation S20ensee. AS & mutine Use, This inkorsnuztion My by Sscicimd
nawduuwmnmhmamwwnummumnmmmhlmmnmmMumhmm

Cantiind
mehﬁuahawwh ,umrqub The o of this form i sokarewry, bomewer, 1 this iformion i fox privaed, jou ey
1ot i mmiburaed lor your travel and mkocaNon ECeome.

PS Form 4877, October 1990
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Relocation Policy Exhibit 631.1 (page 2)

Costs Incurred and Pald in Selling Residence at Oid Officlai Station or
Purchasing Rasidencs at New Official Statlon Locatlon {or Both)

ltem Explanation Formar Resid: Now R

-

Brokerage Fees: The sales commission paid o & broker or real estate agent for selling former
residonce. Alse, fees for isting 8 residence and payment for multiple isting service, i not included

in commission paid to the broker or sgent $ 5. 3%2.00
2. Advertising: Expenses paid for newspaper and cther advertising when 3 direct sale is made i

without the services of a real estate broker or real esiate agent $
3. Appraisal Fee: The amount pak! b a professional iser for lishing 2 suggesied sale

price for the resic H
4. Legal and Relsted Coats: The amounts. paid for costs of {1) ing tite, prepamg ab

andlegalfoas!ouuﬁoopmm or (2) Ste i policy whers iy ished by the

seller; costs of preparing y , other & , and related notary fees;

eosBofma‘kiqgsuweys,pmpzing ings or plats, reling fees and ding taxes or other .

charges paid incident 1o ion (e.g., Moftyage discharg g fees). etc. $ L1500 {$
5. Miacell Costs: A paid in Son with sale of former residence and purchasa of

a new resi N ily, these exp {except a.) are paid by the purchaser; however,

dependngonlxalmmandpraam,muﬁsrmnyumqwmdwmmclm.ﬁ

ciaimed by selier, it must be that p was of an d , that

by h would be { and that pay by seller was required by cusiom
mn'aermanapmdaeaomﬂmwm.)
i Pnplym-m%-m The amount paid as i inthern gage ¢ or other ity insyru-
ment 35 a charge for p it not i L

or
the amournt paid lmined 3 months prevaiing interest on the loan bahna....,..........................._. s
b. Lender's Appraisal Fee: The amount paid for the gages-ender’s charge for resic

s $
¢. FHA or VA Application Fes: The amount paid. 3 $
d. Cnrﬁﬂauom-mamcmtpaadhrmy qui ifications as % 4 cx o
phy P y, dby dender, FHA o VA............ S— . 1 30,00 $
@. Cradlt Report: The amount paid for credit or tactual data report on he buyer, if requined by
mongagee-Jender, FHA or VA - 18 $
. Morigsge Tite Policy: The amount paid for morgage (of lerders) tite insurance policy only
{as distnguished from & mortgage insurance policy on 1he life of the borrower and the -
acdtional cost for an owner's title policy) $
9. Escrow Agent's Fes: The amount paid t an sscrow agent, tite company, or simiar entity for
closing a real estate s ]
h. Stats Revenue Stamps: Tho amount paid $
i Salss or Transfer Taxes: Mortgages Tax, If Any: The amount paid s
€. Loan Origination Fee: Amoumdwgodmwm inistrat rhead cost of p ing §
the loan. (Subject to 2 F-12, Relocaton Policy - 62042 m.)...uw... H
7. Other Incl 4 Such other hie and y charges or fees paid as may
um&mmmm&mnms&wM(mcmmimm
anach separate sheel);
2. Unexplred Laase Termi Exp - s el
Total ~ Formee Resid $ 56?7.00";‘" ‘
Yotal - Hew Resldh SR L
NOTE: In accordancs with the real S3tam sxpenss provisions of P2, R % Pokcy, costs of nsurmnos aaNS! damage or 1085 of PPNy, Marzenanos arx Opea-
mmmwmwnmx s Ao, POINLS, imerast On oans, mmnmumnmumdamuwm
o market . Notwi um 0 fe, COSL charge, O SXDIM3e in which is Getermined % B9 3 Dart of the finance charge Under
u'rmmmm.mummm MMMZMmmwnMMMdNWMmewu
amployst Ior servicas which ¢o Iot eventusie 1o one of e Tor which »e ot
' %
TThe agorepa amount of expenses which may be reimbxrsad is This amours, but i may Mhmmmw sk wil be pro-
X oxceer 10% of the actial Sale price, 4... AN Alkrered for resicence unit only,
21w aggrege amount of sxpensss which may be reimbursed is s amours, b k ey is ted 1 e iated with e rsdence e
not exceed 5% of the purchase price, ey tre anwd e iot size of S acres.

PS Form 4877, October 1990 (Reverse)
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Exhibit €31.1 (page 3) Relocation Policy

* Relmbursement of Real Estate Expenses —
———— Change of Official Station

1S ATarey
20374 Mwvt

INSTRUCTIONS
(Soe Handbook F-12. Relocation Policy ad F-11, PCES Relocation Poiicy)
. Complete Pans |, 11, and 1l of face and enter all applicable amounts and 3. Bs sure you have signed the Employee Certficaton(s) beiow.

-

totals on reverse. 4. Submit this form with supporsng documentation 1o he General Manager,
2. Anach one compiete set of documents required to suppont claim, Natonal Accounting Division, Dept. of the Conzolier (Headguarters); or
a. Copy of sales agreement between buyer and seller. Field Division Controller (Fisld Division), Regional Manager, Accounting
b. Copy of setternant shoet. & Systems Compl'sam- (Region), or Regional Chief Inspector or Inspec-
€. Copy of receipt for any som claimed that is not on setiement sheet tarncm:gq P Scma)as dprop When Form 4877 is
{creclit report appraisy, ete.) mdbymo_,., \ate approving s). subrmit to the San Mateo
d. Copy of disd that is ired by Regulation Z and PDC for payment.
the Tmmnumgmwmommomm;
- 1, EMPLOYEE — CLAIMANT _ :
Name (Firs M., Lasg) : Crec Appiicanie Box i Em Camor Ree
TFeha A, Dec = O &
Official Duty Swaon acdress
LsPs* qusb Room LY .ns L En(f.nt Plaza,5ud; :.Jask.gq'hn"hc 20260-521)
i TRANSFER DATA. *."
OidO!ﬂesSuwn s«:m!s.n.mym Specitic Travet Orcer Numbec
0 08-952| 9427-65-43:2] zeonqs—o- ool
T e 5l RESIDENCE PROPERTY DATA -
Qs Official Saason New Ottcial Srion
Complats Aderwss of Residence 15802 Belarr Drive
(inckcle Aot/Sute No. 8 Z1Po4) ~ Bowie , MD zegis- 1247
No. 5! Dwailing Units on Property I
Sae ancior Purchisse Price +# 97, 250,00
Dute of Cloming or SetSemers ]3/13/90
Amt of Expensa Being Claimed * 3;187 25
Adpntnents o Amours Claimed
Amourt gopiied 10 oUTSIANCING
advance
Netto Transterss + J I35
. Employes Centification
lhmbymtymnmmehﬂndnmmram 5 o only actually pait By me and that tite % the propeny
mnmnmuﬂwammhsro’mymhm'ymdwumy 3 when first definitely i of my vransher, or is my new residence.
Signanre of Employee
oLn.OL. Dt ‘ r2fiafte
A&hsamﬂnwmﬂhmwbrmwmm B. P E Whrm
pproved as being (1) ble in & and {2) y pad by & hcmbyww-dabongh)nmﬂommwmmw
seller in the Jocalty where the property is locatid, mwnmnhwqmmnnmnw
D AsCizmed  [J As ¢ [J As Reduced, Per Amached Memo | [N As DA b ) As R Per A Memo
Tmmwbﬁdd(wmmm Oute Tnmmw:wmw Oats

!l Arepudts
Segranrre of Approvng Oticial (af Kovther dkty SEanon) K vamc lumusmu /a/;w/%

F Finance Number ) Dass
2/2¢/40
Fraehiinrt mdmhaummmnmunmaUSCau}unlqu.luhdmmmsxmumhnmms)\urmmw

mnwm;

mumhmmmmm—
PS Form 4877, October 1990
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Costs Incurred and Paid In Selling Residencs at Oid Otficlal Station or
Purchasing Resldencs at New Officlal Station Location (or Both)

Item Explanation Formec Residance Noew Residence

1. Brokarsge Fess: The sales commission paid  a broker or real estats agent for salling former
resance Also. 1ees lor isting a residence and payment for muitiple sting service, it not inciuced

N COMMS 0N DAY B the broker o agent. $
2. Advenising: Expenses paitt for newspaper and other advertising when a direct sale is made

withou! the 36rces of a real estals brokar or real estate agent s
3 Appreissl Fes: The amount pai! to 3 professional appraiser for blishing a suggestd sale

prs for the $

4. Lagsl and Reisied Costa: The amounts paid for costs of (1) snn:hmg ttte, prepamg absm
anc lega: tees for 3 blie opinion, or (2] Stie policy whe d by the

saligr cosls of preparng Y , other i and : related notary tees; .

€O5 T Of manng surveys, prepaning ings of plats, wding fees and W WD O Other

charges S NocwNT © (6.5. mortgage discharg ding lees), etc. H s 38500
5 Miscelt Counts: A paid in Son with sale of former residence and purchase of

& row ryuoence (Nommally, these expenses {excep! 8.} are paid by ¥w purchaser; however,
oepenaing or KCH Cusiom and pracixe, nnvﬂermaybomqwmdzopaymcolmtf
Ciarmed Dy seher, & must be was of an lishedt custom, that
mewwumwwmlwmlbyuﬂymmmeymm

TR TN 8 DracDee Ko enhance the siie.)

& Prepayment Charge: The amount paid as red in the morgage or other ity insirue
~on! a3 & Charge kv Drepayment. of if not specifically required bymrmngagc instrument,
T aoum Da bmaed t 3 months pravaiiing interest on e 10an BANCE ... v srnme s - 1%
& Landers Appraiasi Fee: The amount paid for the gagee-lenders charge for
apome . s $ 125.00
¢ FMA o VA Applcstion Fee: The amount paid $ $
¢ Ceorsfcastions: The amount paid ke any required certifications as to structural soundness o
Py Conginon of property, when required by mongageedender, FHA of VA.......evveennen | $ $
o Credi Report: The arnount paid ke credit or factual data repert on he buyer, if recuined by
morgageeencer . FrA or YA $ s 25.00
T Mongsge Tioe Policy: The amount paid for mortgage (or lender's) tte insurance policy only
183 O3IGUSHET bOM 3 MNIgage inSUrance policy an the lite of the borrower and the .
SKIDONN 008! for 80 Ownor's bitie palicy) . $ AR 1,00
¢ Escrow Agents Fes: The amount paid 1o an escrow agent, e company, o similar entity for
CIGRAG B el ssaw 1 s 3
. Suaw Revenue Sumps: The amount paid H
v Saiee oc Tranater Tazes: Mortgages Tax, If Any: The amount paid 1 $ 11453_75'
6. Loan Oriring Bon Few: Amount ped 1o cover the ini: g rverh d costof p &
e oan (Suiyect w ined in Handbook F-12, Rek Policy ~ 62042m)...._,_._ $ 972,50
7. Other i E : Sueh other bie and y charges or lees paid as may
Be authorzee e aot property includable in ems ksed above (itemize and explain; & 1y
ATICH SIOEBD LN
8. o Lonse Tor Exp
Yotal =F By s FECT S L
Tota! = New Resld s 3 187 353:-‘3
NOTE: ¥ OCOSance weih e real 833 $XPETIE igrrs of Fe12. R ion Pokcy. Gaats of naurance sGAins! damage o 1033 of propeny. MaNMeNance and operat-
g CORD SN pruoery TAXAS e 101 185 Aho - POTa, inlerest O IoRNS, aNd 06308 i Wit the 328 ¢ P ofa aue 10 e
or mane e ro e, % D Sbove, N0 fee, COBL CARTDR, O SXPENISE it reimbursabie which is Getarmined 1> Be 3 part of The finance charge under
urmammr«twmw‘ wMWZMMWwNMdeNMwmammmmnn
Benpicyes ¥ Berwi whCh 80 IX Svantuaty v one of the for which ot >,
FOOTNOTES: 3
T1he BpsreoaT SOt Of expenrses whCh Mury Be reimbursed is This Smount. e it mey lmm-mmwmww i wit Do pro
Aot excwed 10% of P aCE S pACR, ‘ NG BHovd O 830NN Lt ondy.
2 regas Bmount of expenses which reimbrsed nore, B i R it bed 1 the i with the e e
Tn:.:gous\av-a:mu b s ey e NG maximum ot aze of 5 soes,

PS Form 4877, October 1990 (Reverse)

Exhibit 631.1 (page 4), Form 4877, Reimbursement of Real Estate Expenses-Change of Official Station
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Chapter 7
Relocation as Part of the Management Associate Program

710 Explanation

The Management Associate {(MA) program. administered by the division, is a management develop-
ment program which requires participants 1o move about a great deal. Management Associates are
non bargaining unit employees assigned to field installations. They can be reassigned to new sites
throughout the Service as often as every 4 months 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 (to 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 to move a mobile home and be reimbursed in accordance with part 440 each
time you are reassigned.

722 Real estate transactions and limitations

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

a. The sale of your residence at the official duty station when you were assigned

to the MA program.

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

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

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

723 Unexpired leases

The Postal Service will allow settlement expenses for unexpired leases at the official
duty station at which you were employed when you were assigned to 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 to a site from which they
have previously moved (and received relocation benefits). In such cases, the Postal Service will
consider the assignment to be an official change of station. The Postal Service will pay all normal
relocation costs (consistent with the provision of parts 310 and 510) for temporary quarters, storing
household goods, and advance round trip or en route expenses.
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740 Time Limits for Settling Real Estate Transactions

741 General rule

You must settle real estate transactions (selling and/or buying a home or terminating
a lease) for which you request reimbursement within 1 year after the date on which
you report for duty at your first duty station after you 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 must be reasonably related to
the transfer of official station.

742 Unusual circumstances

If vou encounter unique and unusual circumstances, you may submit a written
request to vour installation department head for a second extension of up to 1 year.
You must submit requests of this nature well before the first extension period expires
1o the respective officer for approval/denial. 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
a continuous and reasonable effort to sell the property.

750 Travel Vouchers for the MA Program
You must prepare travel vouchers for all relocation costs, as specified in this handbook.
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Chapter 8
Grossing Up Allowance-
Non Bargaining Employees

810 Employee Responsibilities .
You will receive a Form W-2 and facsimile of IRS Form 4782 (see Exhibit 810) from the San Mateo
PDC shortly after the end of the calendar year in which you relocated. Form 4782 shows all
payments made in that year and supports the amounts reported on your relocation Form W-2,
Postal Service payment cycles and the RMFs transportation of household goods billing periods may
overlap calendar years. Therefore, it is important to keep accurate records of the following items to
ensure that expenses are reported in the appropriate time frame for tax purposes:

a. Vouchers; ’
b. Payments received;

¢. Bills of lading; and

d. Real estate transaction files or papers.

820 "Grossing Up" Allowance

821 Definition
A "grossing up" allowance is your reimbursement from the Postal Service for
Federal and. where applicable, State and local income taxes you must pay on
nondeductible moving expenses. Grossing up requires two calculations: a calculation
of a withholding tax allowance (WTA) and a relocation income tax (RIT). Provided
below are the basic descriptions of terms associated with your grossing up calcula-
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, your earned income will
be based on your salary, as reflected on your Form 50, plus your nondeductible
moving expenses, i.e., the difference between the amount reported on your
relocation W-2 (and Form 4782) less the amount you report 10 IRS as "deductible
expenses" on your IRS Form 3903, Moving Expense. In addition, earned income
includes your 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 your relocation vouchers for a taxable
relocation reimbursement, the San Mateo PDC calculates your WTA, calculates
and pays the IRS Federal income taxes at a rate of 20 percent, and reimburses you
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 year, you will have more than one
year 1.
d. Year 2. The calendar year during which you file a tax return covering moving
expenses from vear 1. If your reimbursements extend beyond a year. you 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 is subtracted from your RIT to
determine your grossing up allowance.
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. Deductible moving expense. The total amount of moving expenses you may
deduct from your taxes. '

h. Nondeductible moving expense. The total 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 you relocate 10 a new
duty station, you will not receive a grossing up allowance.

823 Completing Form 4879, Certification Statement

You must complete and submit to the San Mateo PDC a Form 4879, Ceriification
Statemeni-Claim for Relocation Income Tax Allowance.
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_UNITED STATES (KEEP
POSTAL SERVICE EMPLOYEE MOVING EXPENSE INFORMATION FOR YOUR
FACSIMILE OF RECORDS)

IRS FORM 4782 PAYMENTS MADE DURING CALENDAR YEAR 1990

JOHN A DOE SSN 987654321
15302 Belair Drive
Bowie, MD 20715-1247

MOVING EXPENSE PAYMENTS

AMOUNT PAID
AMOUNT PAID TO THIRD PARTY

TYPE OF EXPENSE TO EMPLOYEE FOR EMPLOYEE TOTALS
TRANSPORTATION OF
HOUSEHOLD GOODS AND
STORAGE EXPENSES 0 4,320.00 4,320.00
TRAVEL MEALS LODGING
ENROUTE TO NEW RESIDENCE 843.10 o 843.10
ADVANCE ROUND TRIP TRAVEL
MEALS LODGING IN SEARCH
OF NEW RESIDENCE 1,028.50 0 1,028.50
TEMPORARY QUARTERS 4,042.38 0 4,042.38
SALE PURCHASE OR LEASE
OF RESIDENCE EXPENSE 8,874.25 0 8,874.25
MISCELLANEOUS EXPENSES 1,000.00 0 1,000.00
WITHHOLDING TAX ALLOWANCE
(WTA) 2,556.69 0 2,556.69
RELOCATION INCOME TAX (RIT) 0 0 0
TOTAL MOVING EXPENSE PAYMENT 18,344.92 4,320.00 22,664.92

THIS FORM IS FURNISHED TO YOU BY THE POSTAL SERVICE TO PROVIDE
YOU WITH THE INFORMATION YOU NEED TO COMPUTE YOUR MOVING EXPENSE
DEDUCTION. TEIS FORM SHOWS THE AMOUNT OF ANY REIMBURSEMENT MADE
TO YOU OR PAYMENTS MADE TO A THIRD PARTY FOR YOUR BENEFIT. TO
CLAIM THE MOVING EXPENSE DEDUCTION, AND FOR DETAILED MOVING
EXPENSE INFORMATION REGARDING THE DEDUCTION, OBTAIN IRS FORM 3903
AND PUBLICATION 521. ALSO SEE IRS CODE SECTIONS 82 AND 217.

Exhibit 810, Form 4782, (IRS Facsimile Form) Employee Moving Expense Information
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Chapter 9
Completing Travel/Relocation Vouchers

910 What To Remember about Completing Travel/Relocation Vouchers

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.

920 Common Errors

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 receipts. Attach copies of receipts related to relocation,
such as documents pertaining to the sale/purchase of your residence and miscella-
neous expense claims. .
¢.  You have included the correct finance number, account numbers, and
subaccount numbers.
d. You have shown the tip separately for each taxi or limousine fare.
e. You (the traveler) have signed the form.

922 How to deal with erasures and alterations
The traveler or the appropriate approving official must initial any erasures and
alterations in totals on the face and body of vouchers.

930 Supporting Documentation for Form 1012

931 Miscellaneous expense-bargaining employees

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

932 Receipts

932.1 All travel. The receipts should be attached to sheets of bond paper for ease in
handling. You must always have the following receipts:

a. Passenger ticket coupons for air, rail, or bus.

b. Receipts for lodging.

932.2 Temporary quarters. You must furnish receipts as stated in part 532,

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

932.4 Miscellaneous Receipts

932.41 You must always have receipts for the following items:

a. Excess baggage. The receipts should indicate the weight of the baggage and
points between which the baggage was moved.
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940 Submitting Travel/Relocation Vouchers

§8

. Shipments, foreign or express, regardless of amount.

Clerical assistance.

. Stenographic and typing services.

Hiring a special vehicle.

Renting typewriters.

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

Copies of records furnished by Federal or State officials (clerks of courts, etc.).

ST AN O

932.42 Attaching receipts. You must attach receipts for allowable cash expenditures
(plus any applicable tax) which are more than $15. This includes expenses for the
following:
a. Fees relating to travel outside CONUS. (See Handbook F-10, Travel, part 640.)
b. Taxi fare.

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

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

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

Relocation expenses may be claimed together. All subsequent vouchers which refer 10
the same type of expense must reference the original voucher submitted, i.e., if you
amend your claim for temporary quarters expenses, refer to 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; (c) property settiement 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
613.

943 Where to submit travel vouchers

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

944 Submitting vouchers for transfers and change of station
If you transfer from another Government agency to the Headquarters of the Postal
Service, or between Postal Service installations, you must charge these expenses to
the appropriate account for relocation travel and to the department or office that is
acquiring you. These vouchers will be processed and paid by the San Mateo PDC.
Submit the vouchers as follows:
a. Relocation Vouchers. Submit to San Mateo PDC, 2700 Campus Drive, San
Mateo, CA 94497-9154.
b. Travel Advances. Submit to San Mateo PDC, 2700 Campus Drive, San Mateo,
CA 94497-9154.
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950 Reviewing, Approving, and Certifying Vouchers

- The appropriate approving official will review vouchers for travel and relocation expenses. The
signature of the approving official on the front of the voucher will show that he or she approves
your relocation expenses as the most advantageous to the Postal Service. Your voucher will be
submitted to the San Mateo PDC, which will audit and process vouchers for payment. If items on a

voucher are not supported by the required documentation, the San Mateo PDC will not pay these
expenses.
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Appendix A
Approving Officials

1. U.S. Postal Service Officers
A. The Postmaster General
B. The Deputy Postmaster General
C. The Associate Postmaster General
D. The Senior Assistant Postmasters General
E. The Assistant Postmasters General
F. The General Counsel
G. The Deputy General Counsel
H. The Consumer Advocate
1. The Chief Postal Inspector
J. The Judicial Officer
K. The Executive Assistant to the Postmaster General
L. The Treasurer
M. The Regional Postmasters General

II. Delegated Authority to Approve Travel Vouchers, Travel Advance Requests, and
Travel Tickets Purchased via GTS System

The Postmaster General delegates to all PCES executives authority to approve
travel vouchers, travel advance requests, and travel tickels purchased via GTS
System. A PCES executive is authorized to delegate authority only to someone
acting in the executive’s place when the executive is absent or to someone acting
in a vacant executive position. Further redelegation is not allowed except for the
following:

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

Managers, three Field Centers, Management Academy

National Test Administration Center, Alexandria, VA

National Address Information Center, Memphis. TN

B. The Chief Postal Inspector may delegate the authonty to purchase travel tickets
to Postal Inspectors on official audit and criminal investigations.

C. 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 10 managers reporting
directly to Regional Directors.

Lok W~

Copies of any delegations of authority must be sent to the General Manager,
Accounts Payable Division, San Mateo PDC, San Mateo, CA 94497-9400.

I11. Restriction

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

Vehicie Cents per mile .
1. Privately owned vehicle 240
2. Privately owned motorcycle 20.0
3. Privately owned airplane 45.0

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

Odometer 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 question the claim, the claimant must provide evidence that
supports the claim of distance traveled.

II. Per Diem Rates

A. What per diem includes

The per diem allowance includes all charges for meals, all fees and tips to waiters,
bellboys, and porters, laundry and cleaning expenses. etc.

B. If lodging is required

When the traveler is in a travel status and lodging is required, per diem will be
allowed 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 $6.50 per 6-hour segment or fraction thereof. For segments where
travel occurs within both high and average cost localities, 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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State/City Locality County and/or other defined location®3
California
Death Valley ................. Inyo
Los Angeles .............. ..., Los Angeles, Kern, Orange and Ventura Counties, Edwards
AFB, Naval Weapons Center & Ordinance Test Station, China
- Lake
Qakland................oel, Alameda. Contra Costa, and Marin
Palm Springs ................. Riverside
Sacramento..........couenun.n Sacramento
San Diego..... e San Diego
San Francisco ................ San Francisco
San Jose.....ciiiiiiiiiiainn, Santa Clara
San Luis Obispo.............. San Luis Obispo
San Mateo.......o.oiviiniiat, San Mateo
Santa Barbara ................ Santa Barbara
Santa Cruz ..o, Santa Cruz
South Lake Tahoe............ El Dorado
Tahoe City ........ooveviiint, Placer
Yosemite National Park....... Mariposa
Colorado
ASPEN ... .iiviirnniaiiiinns Pitkin
Boulder ................ll Boulder
Denver..........covvvevennan, Denver, Adams, Arapahoe, and Jefferson
Keystone/Silverstone.......... Summit
Vail ..o Eagle
Connecticut
Hartford ..........oooininl, Hartford and Middlesex
Salisbury ..ol Litchfield
District of Columbia
Washington, D.C.............. Cities of Alexandria, Falls Church and Fairfax: Counties of

Arlington, Loudoun and Fairfax in Virginia: and Counties of
Montgomery and Prince Georges in Maryland.

Florida
Key West.....ooovviniaiiinn, Monroe
Miami....ocvviininnninnenn Dade
West Palm Beach............. Palm Beach
Georgia
Atlanta.......ooovieeennannn. Clayton, De Kalb, Fulton, and Cobb
tHinois
Chicago ...oooviveievnnnnnnnn, Dupage, Cook, and Lake
Louisiana
New Orleans .....oovvevnnn-., Parishes of Jefferson, Orleans, Plaquemines, and St. Bernard
Maryland )
Annapolis ...l Ann Arundel
Baltimore .......cocviiinnnn.. Baltimore and Harford
Columbia.........covvvnnvnnn. Howard
Ocean City «.ovovvenneennnann. Worcester
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State/City Locality ! County and/or other defined location®?
Massachusetts
Andover................... Essex
Boston ......covviniia.lL, Suffolk
Lowell ...l Middlesex
Martha’s Vineyard/Nantucket . Dukes and Nantucket
Quiney...vveiiniiiiinan., Norfolk
Michigan
Detwoit. ...t Wayne
Nevada
Las Vegas ................. Clark County, Nellis AFB
New Jersey
Atlantic City .............. Atlantic
Eatontown ................ Monmouth County, Fort Monmouth
Edison .................... Middlesex
Newark...........o..ool. Bergen, Essex, Hudson, Passaic, and Union
Ocean City/Cape May Cape May
Princeton/Trenton ......... Mercer
New Mexico
Cloudroft ................. Otero
SantaFe .................. Santa Fe
New York
Monticello................. Sullivan

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

o)

Pennsylvania

Radnor/Chester............
King of Prussia/Ft. Washington

Philadephia................

Valley Forge ..............

Rhodg Island

South Carolina

Hilton Head...............

T

Virginia

Williamsburg..............

Washington

Seattle.....vviiveiiiinn..

hio
Cleveland .................

exas
Dallas Fort Worth.........
Houston.....ccoviivennn...

The boroughs of Bronx, Brooklyn, Manhattan, Queens, and

Staten Island; counties of Nassau and Suffolk

Saratoga
Westchester

Cuyahoga

Delaware

F1. Washington. Montgomery Co., except Bala Cynwyd in

Montgomery Co.

Philadelphia County. City of Bala Cynwyd in Montgomery

County
Chester

Newport
Beaufort

Dallas and Tarrant

Harris County, L.B. Johnson Space Center, and Ellington AFB

King

Notes:

1 A city locality is defined as all locations within. or entirely surrounded by the corporate limits of the key city. including
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independent eniities located within those boundaries.

A county is defined as all locations within, or entirely surrounded by the corporate limits of the key city as well as the
boundaries of the lisied counties. including independent entities located within the boundaries of the city and the listed
counties,

Military installations or Government-related facilities (whether or not spetifically named) that are located partially within
the city or county boundary shall include all locations that are geographically part of the military installations or
Government-related facility. even though parus) of such activities may be located outside the defined per diem locality.
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ITI. Lodging Rates

A. General policies regarding lodging

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.

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

2. Lodging arrangements must be carefully controlled. A diligent effort must be
made to obtain lodging at a reasonable cost in all areas. However, if reasonable
atternpts are made to 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 to 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 use of lodging facilities

B. If lodging is

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
familiar with the traveler’s efforts to secure less costly housing. Distances from
lodging facilities 10 the work assignment and related transportation costs must be
analyzed by the approving official when considering rates.

denied

If a traveler is denied lodging when confirmed reservations were made, he or she
should demand a penalty payment or complimentary lodging elsewhere. Any
payments the traveler receives should be made payable 10 the Disbursing Officer,
USPS, and forwarded to the San Mateo PDC with the travel voucher. If com-
plimentary or paruial complimentary lodgings are provided, the traveler should
claim reimbursement only for any actual charges.
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51239
51241
51242
51243
51244
51247
51248

Handbook F-12, June 1991

Appendix C
Expense Accounts Used in
Connection with Relocation/Travel

Personnel Benefits - Miscellaneous Expense Allowance
Personnel Benefits - Advance Round Trip

Personnel Benefits - En Route Travel

Personnel Benefits - Temporary Quarters

Personnel Benefits - Transportation of Household Effects
Grossing Up/RIT

Personnel Benefits - Residence Purchase and/or Sale/Lease
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Appendix D

Instructions for Completion of Forms

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

Form 1012
Form 4872
Form 178

Form 4871
Form 4877

Form 4879

Form 1011
Form 8059

Handbook F-12, June 1991

Travel Voucher

Claim for Subsisience Expenses - Temporary Quarters
Specific Travel Qrder - Relocation & Relocation Agreemem
Miscellaneous Expense Allowance Claim

Reimbursement of Real Estate Expenses - Change of
Official Station

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
keyed to the sections in Exhibit 335.4. You should type or print the following
information:

a. 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
point.

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

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

f. Type of Relocation: The phase(s) of relocation in which you are claiming
reimbursement, The phases of relocation 10 be entered in this block are advance
round trip(s), en route, and transportation of mobile homes.

g. Travel Advance: If 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.

h. Transporiation: Transportation tickets may be paid any of the following ways:
{1} 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.

(2) Government Transporiation System (GTS). A centrally billed Postal Service
account for common carrier charges only.

{3) Other. Transportation tickets purchased by means other than above. Exam-
ples include cash or check.

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

j- Signawre 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.
l. Title of Payee: Your official job title.

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

n. Title: The approving official’s title.

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

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

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

. Amouni: The amount to be charged to the finance number. The amount(s)
entered must equal the amount claimed.
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Note: If you are traveling to the Management Academy, Potomac, MD, or the
Technical Center, Norman, OK, you must have the registrar certify the type of

accommodations you used. Inspection Service will follow instructions issued by the
Chief Postal Inspector.
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PS Form 1012, Ocwober 1990
Appendix D, Form 1012 (Front), Travel Voucher
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Form 1012, Travel Voucher

This section shows you how to fill out the back of Form 1012. (See Exhibit
3354)

a. Date 19 : The calendar year the expense occurred.

b. Rate: The mileage rate applicable for use of a privately owned vehicle (POV)
while on official travel.

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

d. Iunerary/Explanation of Expenses Clainied: Write all the details of each item for
expenses claimed. These include:

11 The mode of transportation you used (for example, air, train, POV).

t2) Charges for twaxi or limousine services between your home or place of
business and your duty station. Also show charges from your hotel or place of
business to your duty station. Show tips separately.

13) Any deviations from normally traveled routes.

41 Explain delays in trips for reasons beyond your control or personal
convenience.

t5) If a POV was used, you must indicate the points visited.
161 Tolls charges for turnpikes, tunnels, ferries, bridges, and parking fees.
t7) Charges for local transportation expenses required to perform official duties
outside your official station.
18 Dates and points of travel, and kind of conveyance when you have used a
special conveyance.
19 Expenses you incurred for the official use of telephone or telegraph services
or expenses for any unusual charges such as renting a room for a conference,
renting equipment, etc.
110) Any cost comparisons.
e. No. of Miles: The number of official business miles driven using a POV,
f. Amouni: The amount of reimbursement allowed for official business miles
driven (number of business miles multiplied by the mileage rate).

§. No. of Per Diem 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.

i. Amount: The dollar amount of high cost per diem claimed.

j. Amounr: 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, Il. B. for meals provided at no charge
to vou by government agencies, private companies, etc. in connection with official
travel.

{. Less meals Furnished Amouni: Reduce the per diem amount claimed by the
average cost fixed rates located in Appendix B, II. B. for meals provided at no
charge to you 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 Amount: 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 column representing the day you paid the expense.
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o. Car Remal 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 Amount: The cost of car rental 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 you 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 travel.

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

s. Grand Total Amount to Face of Voucher: The sum of Mileage Amount, Per
diem Amount(s), Less Meals Furnished Amount(s), Lodging Amount, Car Rental
Amount, Transportation Amount, and Other Amount. ~

.. Subtotals Incl. Counts: The total is to be entered for each column.
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Nature of Expense

Miieage Per Diem Lodging | Car Rental |Transp.| Other
A Lacs i Bus,

Date | Htinerary/Explanation of o OX s Fugnh oot o ﬁm‘n
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e @) 1§ m
© d @IE: THTO T T O ml i OIE: (W] (¢
G Tamd A 1 [summus H H H
© Face of Vouchar 7| (S) 1 |incl Courss] v ' H

PS Form 1012, Ocxober 1990 (Reversa)

Appendix D, Form 1012 (Back), Travel Voucher
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Form 4872, Claim for Subsistence Expenses - Temporary Quarters

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

a. 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 Official Duty Station: The address of your new official duty station.

e. Period Claimed for Temporary Quarters: Enter “your temporary quarters
beginning and ending dates.

f. Date From To: The dates you are claiming temporary quarters expense on the
voucher.

8. No. of Dependents: 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 to determine the applicable rate.

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

k. Towal Maximum Expenses for the Three 10-Day Periods: The total expenses
claimed for temporary quarters, excluding personal phone calls home, cannot
exceed this amount.

l. Towl Maximum Expenses Allowed: The totwal expenses claimed for temporary
quarters, excluding personal phone calls home, cannot exceed this amount.

m. PCES Enier Aciual Expenses: The towal 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
amount, excluding personal phone calls home,

0. Personal Calls Home: The 1otal allowable cost of personal phone calls home.

p. Towal Claimed: The sum of temporary quarters claimed and personal calls
home. :

9. Applied 10 Ouistanding Advance: The amount of the total claimed to be applied
to an ouistanding advance.

r. Signawure 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.

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

t. Authorized Approving Official’s Signaiure: The approving official will sign here.
u. Dare: The date the approving official signs the voucher.

v. Title of Payee: Your official job title.

w. Tiile: 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 534.2.) 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 your 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 $30 a day.

¢. 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
clothing.

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

f. Personal Phone Calls Home: The allowable amount claimed for phone calls
home when not accompanied by your immediate family.

g Subtotal lst 10 days - 2nd 10 days - 3rd 10 days: Used by bargaining unit
employees t0 total each 10-day period.

h. Subtowal: Used for totaling the applicable column.

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

J. Grand Total: Enter the total of each category of expense claimed.
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Form 178, Specific Travel Order - Relocation & Relocation Agreement

This section shows you how to fill out Form 178. The steps are keyed to 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: Enter employee’s first name. middle initial, and last name.

¢. Social Security Number: Enter employee’s social security number.

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

e. Employee Category: Check the employee category at the new duty station.

J. Signawre of Employee: Employee signature indicating they have read and
understood the relocation agreement.

g- Date Complered: Date employee signs relocation agreement section.

h. Official Duty Swation (Name and Addressj-New: Enter name and address of the
new duty station.

i. Official Duty Station (Name and Address}-Old: Enter name and address of the
old duty station.

J. Finance Number: Enter the finance number absorbing employee’s relocation
costs.

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
employee’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- Posual Service will reimburse allowable expenses associated with the following:

The approving official checks the benefits allowed for the transferee.

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

r. Tule: Enter title of authorized official.

s. 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 yellow copy is
given to the employee.
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’: Specific Travel Order - Relocation

a— & Relocation Agreement
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Appendix D, Form 178, Specific Travel Order-Relocation & Relocation Agreement
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Form 4871, Relocation - Miscellaneous Expense Allowance Claim

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

a. Name of Payee (First, M.1., Last): Your name.
b. Social Security No.: Your social security number.

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

d. Address of Official Duty Siation: The address of your new official duty station.

e. I claim siandard allowance of $ © The flat allowance claimed. See part 290
for amounts allowed.
f. 1 am applying 3 : Amount of the expense allowance to be applied to an

outstanding advance.

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

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

i. Amouni: The amount of to be reimbursed.
J. Subtoial: The total of the itemized costs.

k. Amount Applied 10 Owistanding Advance: Amount of the expense allowance to
be applied 10 an outstanding advance. :

l. Towal: Amount reimbursed to the transferee.

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

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

0. Authorized Approving Official’s Signature: The approving official will sign here.
p. Date: The date the approving official signs the voucher.

g. Tile of Payee: Your official job title.

r. Title: The approving official’s title,
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z Relocation - Miscellaneous Expense Allowance Claim
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Form 4877, Reimbursement of Real Estate Expenses - Change of Official Station

This section shows you how to fill out the front of Form 4877. The steps are
keyed 10 the sections in Exhibit 631.1. You should type or print the following
information:

a. Name of Payee (Firsi, M.I., Last): Your name.

b. Check Applicable Box...: If a previous claim related to the sale or purchase of
residence under the same specific travel order number, check yes. If a previous
claim related to the sale/purchase of your residence was not submitted, check no.

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

d. Old Official Swiion: The location of your previous official duty station (city,
state, zip + 4).

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

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

g Old Official Siaiiori: The data applicable to the residence in which you moved
from and are claiming expenses.

h. New Official Siation: The data applicable to the residence in which you moved
to and are claiming expenses.

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

J- No. of Dwelling Uniis on Property: The number of living units on the property
being sold/purchased.

k. Sale andlor Purchase Price: The contract sale/purchase price of the residence.
L. Date of Closing or Seulement: The date the transaction occurred.

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

n. Adjusimenus to Amount Claimed: San Mateo Postal Data Center use only.

0. Amount Applied 10 Ouisianding Advance: The amount of the claim to be
applied 10 your outstanding advance.

p. Net 10 Transferee: The amount to be reimbursed to the employee.

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

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

s. Tile of Approving Official (a1 former duty siation): The title of the approving
official at the former duty station authorizing the claim. Required for property
transactions (sale) at the former duty station.

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

u. Tale of Approving Official (a1 the new dwty swtion): The title of the approving
official at the new duty station authorizing the claim. Required for property
. transactions (purchase) at the new duty station.

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

w. Signawure of Approving Official (at former duty siation): The approving official
will sign here.

x. Signawre of Approving Official (at new duty siation): The approving official will
sign here.

y. Funding Finance Number Approving Official’s Signaiure and Date: The em-
ployee’s immediate PCES manager will sign and date here.
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1 Reimbursement of Real Estate Expenses -
=mses  Change ot Official Station

INSTRUCTIONS
{Ses Hancbook F. 12 Relocation Policy and F-11, PCES FRglocation Policy}

. Complete Pants L 1I, and il of tace and enter all applicable amounts and 3. Be sure you have signed the Emplayeo Caertification(s) below,

1ots on reverse. 4. Submit this form with Supporting documentation 1o the General Manager,
2. Anach one complete set of documents required o support ciaim. Natonal Accounting Division, Dept. of the Controller (Headquaners); or
a, Copy of sales agreement between buyer and selier. Field Dwision Controller (Fieid Division), Regional Manager, Accounting
b. Copy of settemant sheet. & Systems Compﬁm {Region), or Regional Ch-e' Inspector or inspec.
c. Copy of recaipt for any item claimed hat is not on setement sheet wmuwg { Soma)as pprop When Form 4877 is
(crsdnmportappmul o) signed by the prate approving submit 1 the San Mateo
d. Copy of d that is required by Regulation 2 and PDbeplyM
the Truth in Lending Act (purchase transactions only)
1. EMPLOYEE -~ CLAIMANT
Narne (First. M1, Lasy Mwaoxdswmmhrﬁd
(&) 1 Esuw for s dg“ 0w
Othaal Duly Staton accress
©
. TRANSFER DATA
Cia Ooal Stavon Social Securty Ne. Specific Travel Oroer Nomber
) © )
Hi. RESIDENCE PROPERTY DATA -~

v €) )

Cornpinte Address of Residence
(irxcode ADL/Sue No, & ZIP «4)

No. of Dwaling Uaits on M”M

denvascm(l

Amt. of Experase Claimed
Baing T
Mmmwmmm%
.ppl.dbou
§C)
Net to Transienss LP)

Employse Certification
lhmbymfyrhaxhaamomxdaamodneonmwmmmmmmacnmmprmnmlymhwﬂyaa&wmwmmvhm
was in my name and/or a member of my immediate kamily and was my resi when Bt by eimmhruuwmm
Sgratre of Employes

@ c—)
A.SahsExpnms—-Thblxpomcsdmemoapplndhrabovamhm‘by B. Purchass Exp The exp d“,“““ whm
approved as being (1) masonable in amount xnd (2) customariy paid by 2 | are hersby appr as being {1} ie in amount and (2) customariy
selior in the locality whers the property is located, paici by & buyer in the bcality whare the property is located.

0 as Claimed [ As i ¢ AR d, Per Attached Memo | [J As Clumed [DAs & [ As Reduced, Per Attached Memo
Toe of Aoproving DGl (& lormher dufy SLaton Dace Tiie 0f Approming UGN (e niw duly S00r) e
‘ ) @) - % .
Toraios of Approwng Ofcl (&l lorme? iy Samon) Sigranne of Approwing ORGA) (& hew tuty S50 ()
(=) )

Funaing Frmnce Nuner Approving Offcars Sigranse xd Daw

)
Sraudinct Cltimen anfation o 21 tam in an Hense account works 3 Kodeturs of the S (28 UST 214} a0 may st 1 8 Frn of 1o mors 3 $10.000 or Inpeisomment Sor act o Then S years or boh (18 USC
27,4 1001}
T colisaion of s Micrngion i asthorzec by 39 U.5.0. 1001 ares 2008, Thia inkormarion wit be used i acoouny for you oG’ Sy el 2 mlocaton sxpenses, A 2 Kuting use, This informesion mey be dackeed
mwuﬂaagwmnouabrq-uumddwbawwnmhmmewm:Mnm-lmwam

e o s : §

200 for 7 .;,.wseomhumusvsmamma:»nmwummmamuuwsm:mun
mwmwumcwmwmwwmmmmmunmamm i, FIOATEION § 1% provided, YOu Iy
0t e twienburesct 100 Yooy DIV 2% AOCIDON KIDE NS

PS Form 4877, Ociober 1990

Appendix D, Form 4877 (Front), Reimbursement of Real Estate Expenses-Change of Official Station
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Form 4879, Certification Statement - Claim for Relocation Income Tax Allowance

88

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

a. 19 : The tax year in which relocation benefits were included as income to you.
b. Earned Income (Yours): Your gross income reported on Form W-2.

¢. Earned Income (Spouse’s): Your spouse’s gross income reported on Form W-2,
d. Earned Income {Total): You and your spouse’s combined gross income reported

on Form W-2, , i
e. Filing Staws...: Check the same filing status you used on your Federal income

tax return. .
f. Local Tax..: Enter the tax rates levied on your reported 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.. Last): Your name.

i. Social Security No.: Your social security number.

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

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

Handbook F-12, June 1891



Relocation Policy

Appendix D

* Certification Statement ~ Claim for
ot 2 Relocation Income Tax Allowance

TED Stary
SRS

| centify that the foliowing information, which is to be used to calculate

the 19$ 2 tax year.

the Relocation | Tax alk 10 which | am entitied, has (or
will be) included on the income tax returns which have {or will be) filed by me with the applicable faderal, state, and local tax authorities for

Eamned income Fillng Status (Use one of e five fing status iterns from IRS Form 1040,)
[ single {3 Head of housenoid

Yours: Spouse's: Tows:

* © @)

1 Qualifying widow with dependent chiltren

(e)[] Married Sling joint retsm [0 Marmied Fing separate canemn

Local Tax (Spec'y rate by City anwor County)

D

Basis of Tax:

(3)

The above information is true and accurate t© the best of my knowiedge. |
agree  notify the appropriate postal official of any changes %© the above

Teansincws's Prinied or Typed Name (First ML, Last)

()

‘Sacial Security No.

@)

(i.e.. trom amended tax returns) so that app o the s
grossing up allowance can be made. | will provide additonal documentation if | | 3I%ee's Signanre Date
required. 3
) Q)
T o P L] 39 USC. 1007 a0 2008, T information will D usad to ot for your ofcial Aty Tavel 3ng reacason szpensim. AS 3 fouting ake, I #ormation may be Siscomed

wnWwa;mmn“wndmuHmmna»wupmmnMbyummmnamlmnmmw’sllmwmm

v SIOCTRLE 2oy (O INESIRIVE O PIOSICURONE, EXIHOME wperey o4 huring.

T 1IUASING AQICY: 10 3 QUVETITIIE SO N O0NT D ¥

o omrning dwomion by
m-wn:mmmcmmnwnm butwunwMmth%lemmmimnuFawMMrmm © e Eouad

forma) EEQ complary s agans: USPS under 28 CFR 161, 1 an edesencion!

Pl Accouran aurg an offcil sudk of USPS iz, s 5 e

MWMMaWﬂWWhrmmmﬁmmm The compision of s Jonm & wolurtary, Nowavr, # this ifOrmaiee g ner Seoviosd, you ey

OThe DU for your Lravel and ACANon SIDENNSS.

PS Form 4879, October 1550

Appendix D, Form 4879, Certification Statement-Claim for Relocation Income Tax Allowance
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Form 1011, Travel Advance Request and Itinerary Schedule

This section shows you how to complete Form 1011. The steps are keyed to the
sections in Exhibit 223. You shouid type or print the following information:

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

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

c. Travel Order Number: Enter the travel order number from your Form 178,
Specific Travel Order - Relocation & Relocation Agreemem

d. Name of Traveler: Your name.

e. Social Security No.: Your social security number.
f. Travel Daies (From): The date travel starts.

8- Travel Daites (To): The date travel ends.

f. Finance Number: The finance number 1o which the travel expenses will be
charged.

i. Official Duty Swation Address: Your current official duty station.
j- Mode of Transporation: The type of transportation to be used.

k. Origin Date & Time: The location in which your travel starts, date and time of
departure.

l. Destination Date & Time: The location in which your travel ends, date and time
of arrival.

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

p. List other legs of your wrip and any other lodging: Lnst other transportation and
lodging establishments, if necessary.

g. Car Renial: The car rental company used, the rate charged, and the number of
‘days of service.

r. Miscellaneous Other Expenses: Document other known reimbursable expenses.
5. Per diem: Calculate the estimated high/average per diem for travel.
I. Subtotal: The total estimated cost for the travel period.

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

v. Net Advance Requesied: The amount of advance requested (subtotal minus
deductions),

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

y. Signawre and Tite of Approving Official: The approving official will sign and
include title here.

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

aa. Amount Received (Signawre & Daie): To be signed and dated when cash is
received. .
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Travel Advance Request (a) o

j "' and ltinerary Schedule Trwww! Order Moz

——
b Suate 3
Lty LC)

Narne of Traveler (Fest, ML, Lasy Social Securty Number

(&)
Fimance Number

(D {h)

D Reguw aye: __(b) )

Travel Dates

Fom __(£)

Ottizat Duty é:annn Angress
()

TRANSPORTATION Estimsiod Oost m)

1. Mooe of Transporaton and Compary Origin Dale 3 Tene

4)] 3]

2. Mose of Tansporaton ang Company Qapin

Desuranon Date 2 Trme _

-l

&

N
“

Daw & Time Dessnavon Daie & Time

(K )

LODGING

1. Eswabishment Nams and Acdress

{(n)

Teieprone Number

(e)

2. Esudisnment Name anc Accress

{(n)

Teieprone Number

()

List other legs of your U and sny omer loogng

7]

Car Rena! Company Raie

()

Mscelaneous/omer expenses: List

{r)

Nurnoer of Days

Per Dem; Q)

High Cost periods x rate -

Avecage Cost. perinas x rate -

SUBTOTAL 3 (‘L‘)

Devuct Amount Charged 1 Parsana Credit Card(s) ane for Diners Ciud GTS Account ( (‘Q )

NEY ADVANCE REQUESTED $ V)

K6 aleders! oferea. in volion of 18 US.C. mmo-nmumwuuwumumbnmmu»ummwwwm»mu»
Quasis. Faikre 1o remi 2ny monies Dwet k cvirtun Aovances, when SQuind 1 6o 30 by jew o Postat Seevis s, tnary b inct 15 ne ador mprisonment. ihaes he IROUTE O wplue EUS DS IS Sx0ed
$100.00. the parson wil be $nec for mor T 1000.00 o mprisonsd for not oM Then onw yea, o doth Under 18 U.S.C. 1711, 0 oflenss iwvoleing an Smount grase Than $100.00 constinges swoet2ieren a1 an
nchvidus! may be foed i &1 amours SGU 1 the AMOUR of Moy nvolvad or IPErIoned Jor AoE More Than Wen yeers or both Making Tatm Chimes Andoc talne SEIRTSTES O The Yave! achence appicaton M can MK
Incivi penakies pursirt 1 31 ULS.C 3001,

Egumd‘tm Date

(w) X
Sigoatars anG Tide of Appeovng Otical Daw

) (z)
Amount Received (Signature ancs Daie)

aa)

The coliection of s ormaron i sutorded by 35 US.C. 1001 st 2000, Ths mfomaion wil be wsad it accoun o your ofical Gty Savel 2nd siocaton epmnsies. As & routrs W, he #fomezon may be deciosed
naarvmd!nummbuﬂhmdm“w&nﬁuwumwﬂmmmnuwmnmmm-awnnw
wprcy o 2 poveTImen agarcy whars neevant 1 A hiing. COMTALERG, or ICETTINg Jrcision Dy Te MRS BPENCY, 10 & JOVITITITE a0ercy it oroer © eict
m-mnmmmumwwumbmmummmmnu%»u--naprqm»u;mnmmmm © e Equal
:wemmumm‘:uacmwmnuwwmwmnm.nuwsmwun
mwmmwwmuwmnmmwmmmym Tiw compation of this Jorm i vokrary, however, § B sormaron it Aot provided, Yo ey
01 e menbursed K ks Warvel B DCATON STDRNNRS.

PS Form 1011, Octover 1990

Appendix D, Form 1011, Travel Advance Request and Itinerary Schedule
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Form 8059, Request for Relocation Management Firm (RMF) Service

This section shows you how to complete Form 8059. The steps are keyed to the
sections in Exhibit 412.2. You should type or print the following information:

a. Name of Transferee: The employee’s name.
b. Office Commercial Number: The commercial telephone number at which the
employee can be contacted.

¢. Social Security Number: The employee’s social security 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.

8. Home Number: The telephone number at which the employee can be reached
while off duty. '

h. Address of Old Residence: The employee’s residence at the old duty station.
{. Address of New Residence: The employee’s residence at the new duty station.
j. Address of New Duty Swion: The issuing office’s address.

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

L. Employee’s Reporting Date: The date the employee reports for duty.

m. Check the Appropriaie Box(es).... Check the type of service to be provided to
the employee (household goods and home purchase) and the employee category

"(EAS or PCES).

n. Signawre of Approving Official: The approving official will sign here.

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

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

mmmmsen  Request for Relocation Management Firm (RMF) Service

RELOCATION MANAGEMENT SECTION
SAN MATEQ POSTAL DATA CENTER
2700 CAMPUS DRIVE

SAN MATEQO CA 94497-9510

Piease request services from an appropriate RMF for the employee named below.

Name of Transieree Ottice Commerciat Number
, ) « ®)
Social Security Number Ottice PEN Number
© « )
New 8/4 New Finance dMumber Home Number
© (€5 « &)
Adcress of Oig Residence (tor RMF 10 pick up housenolo gooos) Agaress of New Residence (lor RMF 1o geliver househoic goods)
¥ Availabie
® ®
Adgaress of New Duty Station Neu Ottice Number
W « ) R
Employee’s Reporting Dae
U
Check the appropriate box(es) for the services
requested
Household Home 1Signature ot Approving Oficial
(m Goods Purchase :
()
EAS o Yes [ Pevistion Basis T [Typec Name and Title of Approving Oticial
o ©
PCES | Yes o Yes Ottice Name
®

PS5 Form BOSS, May 1990

Appendix D, Form 8059, Request for Relocation Management Firm (RMF) Service

Handbook F-12, June 1991
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