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HANDBOOK F— 12 REvISION

Relocation Policy Changes
Employees affected by a reassignment are now entitled

to expanded allowances. If the reassignment effective
date on Form 50, Notificationof PersonnelAction, is dated
on or after the date of this PostalBulletin, the policies
noted below change those currently defined in Handbook
F—12, Relocation Policy.

Major changes for nonbargaining employees follow:

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

Temporaryquartersand 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 employee may take up to
three trips, and dependents may accompany the em-
ployee and/or spouse on these trips.

Return trip to old dutystation. 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
forthe third year only.

Relocation Management Firm
Home Purchase Program. No deviation is required; the

grade level changes from EAS—21 and above to EAS—
19 and above. The required marketing time of 60 days
is eliminated.

MarketingAssistance. Available upon request.
Changes for all postal employees follow:
The following real estate transaction expenses are re-

imbursable:

Tax service (document tiling)
Underwriting fees
Owner’s title insurance

The requirement to have Form 4877, Reimbursement
ofReal Estate Expenses—Change of Official Station, ap-
proved by an 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 8059, Request forRelocation 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 faceof the form.

Section IV, Approvals, part A, Sales Expenses, and B,
Purchase Expenses, of theOctober 1990 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—i 2, 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 emptoyees—2 years from the effective
date of your transfer or appointment. The time limit may
be extended foran additional year.

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

291 Nonbargainlng employees. You may claim
$2,500, regardless of maritaVfamily status. The itemiza-
tionfeature 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. If 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 ofthe Postal Service authorizes it.

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.

3~l2.5 C~Mn~ngpe~~em, ~oógrn9,and petsona~
phone calls home expenses for the advance round
trip. If you, your spouse, and dependent(s) take the ad-
vance round trip, you mayclaim 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.
C. Dependent(s) (nonbargaining employees): Each

dependent receives 75 percent of the standard
quarterly per diem rate.

d. Spouse unaccompanied by employee: Standard
quarterty 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 call home, per 24-hourperiod, 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 maynot exceed
5 minutes. The least expensive means of placing the
phone cal’. must be used, vthen poss~b’.e.Posts.’. Senr~ce
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 approvingofficials.

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 one trip
to your old residence to conclude relocation-associated
business or return 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 yourself 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
tees; and

c. Per diem while traveling.

343 Public transportatlon 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 additlocal. e~tens~onsvrfA be s.~ed.

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-

d~r~s~io~rnST~T~ emp’,oyeez) or~Othys ~‘ior
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 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 op t’~.w~t’~to cns.~ce acca-
ments for permanent quarters; or

C. 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.
C. Other extenuating circumstances over which the

employee has no cos*ro’., s~thas a de~
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.

If members of the employee’s immediate family remain
in temporary quarters while the employee is away, tem-
porary quarters cannot be interrupted.

523.2 Limitation on reimbursements during return
trips home. The Postal Service does not allow 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 thevoucher before arbi-
trarily returning home and subsequently claiming related
expenses. (Nonbargaining employees see part 340 for
furtherdetails.)

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: If you encounter unique and unusual cir-
cumstances, 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 (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 furtherextensions must be processed using thedevi-
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:

1. 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 wilt
reimburse the following settlement costs it 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.
c. Mortgage 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
called 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.

c. 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 (UFFI), 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).

c. 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 Fiirn (RMF) Service.
The package must be forwarded to the following appro-
priate approvingofficial which is one ofthe following:
Manager, Corporate Accounting, Finance—for Head-
quarters related personnel (includes Headquarters field
units).
Area Office Manager, Finance—for area office related
personnel.
Area Office Manager, Rnance—for district/plant related
personnel.
Chief Postal Inspector, Deputy Chief Inspector Oper-
ations—for 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
tothe 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 yourhome 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, If you transfer from anothergovernment 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 634.1 Approving official
SAN MATEO INFORMATION SERVICE CENTER
2700 CAMPUS DRIVE 634.2 Forwarding for payment
SAN MATEO CA 94497-9420

* * * * Change the following:
Appendix D

Appendix C Form 4877, Reimbursement of Real Estate

Expense Accounts Used in Connection With Expenses—Change of Official Station
Relocation/Travel *

Add: s. Title of Approving Official (at former duty station):
51245 Personal Benefits—Return Trips to Resi- No longer applicable.
dence at Former Residence t. Date: No longer applicable.

Delete the following sections: u. Title of Approving Official (at new duty station):
No longer applicable.

632.1 Where to submit Form 4877 for review and
v. Date: No longer appI~cabIe.

approva w. Signature of Approving Official (at former duty
632.2 Review of real estate expenses station): No longer applicable.

x. Signature of Approving Official (at new duty sta-
633 How to submit a claim for payment .tion): No longer appI~cable.
634k Administrativeapproval —Finance, 8—4—94



U.S.PostalService
Washington,D.C. 20260-5211

Handbook F-12
Relocation Policy June11

A. Explanation

This new handbook contains all policy pertaining to relocation. It includes information formerly
appearing in Chapter 7 of Handbook F-b, Travel, dated May 1. 1985, and Handbook F-bOA,
Relocation Guidelines, dated May 1, 1983, and all changes that have been published in the Postal
Bulletin since \lav 1. 1985.

Highlights of incorporated changes include:

~er Diem Rates 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 Forms contain major revisions.

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

Advance Round Trip EAS employees allowed two trips.

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

Household Goods EAS employees afforded the option to use services of a

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

Grossing U~ EAS employees allowed Gross Up allowances.

Distance ReQuirement Distance requirement for receiving relocation benefits
standardized.

Lot Size Reimbursement of real estate expenses limited to the
equivalent of residences on no more than 5 acres.

High Cosi 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 - Relocauon& RelocationAgreement.

C. Distribution

I. Initial. This document is being sent to Headquarters,Regions,Divisions, ManagementSectional
Centers (MSCs) and Postal Data Centers (PDCs); William F. Bolger ManagementAcademy;
Technical Training Center and Maintenance Technical Support Center; National Information
SystemsDevelopmentCenter;Procurement& Materiel ManagementServiceCentersandOffices;
and FacilitiesServiceCentersand Offices.



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

I). 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~ENFANTPLZ SW RM 8800
WASHINGTON DC 20260-5211

E. Effective Date

Theseinstructions are effective on receipt.

In.,
M. Richard Porras
Assiszan PostmasterGeneral
Departmentof the Controller
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Chapter 1
Introduction to Handbook F-12

110 Organization
This handbook is organized to help you find information as easily 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 ~

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 Contents. 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 relocation forms
included as exhibits in this handbook.

130 Setting Policy and Approving Relocation and Related Travel ~

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.

Handbook F-12, June 1991
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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.

1’l0 ~?Shei’ito 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!1’ravel Documents for Payment
Relocation/travel documents are submitted 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 certain 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 III.)
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170 Responsibilities of the Traveler ~
You must use the same care and pruc.~enceas i~you were re\ocating at your own expense. ‘iou must:

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.
c. Schedule your departure and arrival to conduct business as efficiently as
possible.
d. Submit Form 1011, Travel Advance Request and itinerary Schedule,for advance
of funds no sooner than 2 weeks before you need the money.
e. Claim reimbursement only for allowable expenses.
f. When possible, submit vouchers within the accounting period in which the
relocation/travel was incurred, and settle travel advances promptly.

180 Deviations from the Regulations ~

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 to
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
Re’ocation Allowances

210 What this Chapter Co~ers
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 ~ lxpei~is~saii1 i~:l~’arices

221 Allowable expenses
You may be reimbursed for the following relocation allowances:

a. Advance round trip (part 310).
b. En route travel (part 320).
c. 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.
c. 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 should 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 Defirntions
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 to you 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 you or your spouse. Each of these children
must be either:

U) Unmarried and under 21 years 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.

c. A child born after your effective date of transfer is considered a part of your
immediate family if the travel of you or your spouse to 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 types 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 1~’IovingExpenses ~
The Postal Service will pay properly authorized relocation allowances in the following cases:

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

242 Newly hired employee
When a 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 I.)

243 Relocationresultingfrom a reductionin 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 to the
member specified on Form 178, Specific Travel Order - Relocation & Relocation
Agreement(seeExhibit 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~amaximum 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 andlor after physically moving
your 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 Signinga 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~.2Violation 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-l6, 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 \2Vithholding ‘I’ax 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;
c. 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 Statement,as well as IRS Form 4782,EmployeeMovingExpenseInformation, 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 to 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 approving
official at the new duty station issues and signs this form before you travel or ship your 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 22 Ia. 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 1\4iscellaneous Expense Allo’~vances ~

291 Non bargaining employees
You may claim $1,000, regardless 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.
c. Utility fees or deposits that are non-refundable.
d. Forfeiture tosses 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 I 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 ExpenseAllowance 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 to
that property.
c. 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 res~ultof relocating.
f. Fines for traffic infractions while you or your family are en route to the new
official station.
g. 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.
It. Losses resulting from selling or disposing of personal property which you do
not consider convenient or practical to move.
i. Damage or loss of clothing, luggage, or personal effects while traveling to the
new official station.
j. Subsistence, 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.
1. 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 291 Relocation Policy

Relocation — Miscellaneous Expense Allowance Claim
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Relocation Policy

Relocation — Miscellaneous Expense Allowance ClaIm

Exhibit 292,4
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Relocation Policy 312.4

Chapter 3
Advance Round Trip and En Route Travel

310Taking 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 I. 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 Relocation Policy

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.

One phone call home, per 24-hour period, may be reimbursed when the em-
ployee~s immediate family does not accompany the employee (or the employee
does not accompany the immediate family) on the advance round trip. The length
of the reimbursable phone call may not exceed 5 minutes. The least expensive
means of placing the phone call must be used, when possible. 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 ~3eneralRules on SubsistenceI~xpenses

331 Driving distancerequirement
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 phonecalls 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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Relocation Policy 335,4

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 bitt 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 to 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
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Relocation Policy Exhobit 3a5.4 (~page2)
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Relocation Policy 413.21

Chapter 4

Transporting and Temporarily Storing PersonalProperty
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 andior agent; (c) 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 to 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, Requestfor RelocationManagementFirm (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 to 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 to 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.

413i 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 Relocation Policy

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 unloading 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 lbs. x $1,900 $1,800
(Actual weight) = 19,000 lbs.

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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Relocation Policy 413.82

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 arid, 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.

413.53 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 to 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 you bought the vehicle before you became aware that you would be assigned
to 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.
c. If you 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. If your immediate family members, for an acceptable reason, must travel to the
new official station ahead of your reporting date.
f. If 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 employed 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 you 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.
1’. If it is impractical to drive the additional vehicle to the new duty station
(because of weather conditions, distance, etc.), the Postal Service will (I) 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) fromlto 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 to 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-Receriing 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 transportation 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.
c. 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 ~‘SpecialService.” (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 Transportation 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 II 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 you 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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Exhibit 412.2

Request for Relocation Management Firm (RMF) Service

Relocation Policy

RELOCATION MANAGEMENT SECTION
SAN MATEO POSTAL DATA CENTER
2700 CAMPUS DRIVE
SAN MATEO CA 94497-9510

Please request services horn an appropriate RMF for the employee named below.
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Exhibit 412.2,Form 8059,Requestfor RelocationManagementFirm (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 to 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.

512.2 Occupying temporary quarters 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 quarters to be only temporary. The approving official wilt 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.

5123 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 to occupy permanent quarters, the temporary
quarters period will be continued for that day.
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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). Reimbursable 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.

520 Limitations 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

522.1 Temporary quarters time period. The appropriate approving official may
authorize subsistence expenses for temporary quarters for a maximum of 60 consecu-
tive calendar days (for non bargaining employees) or 30 days (for bargaining
employees). 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
c. 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.
c. Other extenuating circumstances over which the employee has no control, such
as a death in the family.
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523 Trips home during time period for temporary quarters

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

523.2 Limitation on reimbursements during return trips 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 tempgrary 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 Reimbursementfor 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.

~andbookF.12, June 1991 31



533 Relocation Policy

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(1).
(2) For each member of your immediate family, two-thirds of the rate
established in a(2).

c. Daily rate for the third 10 days and for any portion of an authorized additional
30-day period:

1 F-or you, one-half of the daily rate established in a(1).
(2) For each member of your immediate family, one-half of the daily rate
established in a(2).

533.2 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-TemporaryQuarters. (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 533.4 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 employee, 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:

1 si 10 days Employee, 10 days at $38.25 $382.50
Spouse, 10 days at 25.50 255.00
Child, 10 clays 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 $297.50
Maximum allowable, 15 days - $1,190.00

534 Computing the maximum-non bargaining employees

534.1 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.

534.2 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 $786.00
Spouse, 15 days at 34.93 524.00
Child, 15 days at 34.93 524.00

Maximum allowable, 15 days $1 .834.00

534.3 Claiming subsistence expenses for temporary quarters. When you claim
reimbursement for occupying temporary quarters, use Form 4872, Claim for Subsi-s-
zenceExpenses-TemporaryQuarters. (SeeExhibit 534.2.)

534.4 Per diem outside CONIJS. 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.
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Claim for Subsistence Expenses —
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Exhibit 534.2 (page 1), Form 4872,Claim for SubsistenceExpenses-TemporaryQuarters, Non Bargaining
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3$ Handbook F-12, June 1991



Relocation Policy

PSPorn 4872,Octo8er 1990(Resers)

Exhibit 534.2 (page 2)

Exhibit 534.2 (page 2),Form 4872,Claim for SubsistenceExpenses-TemporaryQuarters,Non Bargaining
Employees
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Chapter 6
Real Estate Transactionsand Unexpired Leases

610 Conditions and Requirements ~

611 Reimbursement for settlementexpenses
The PostalServicewill reimburseyou for allowablesettlementexpensesfor:

a. Selling one residenceat your old official station.
b. Buying or constructingone residenceat your new official station.
c. Settling an unexpiredleaseat your old official station either for the housein
which you lived or for a lot on which you hada mobile home usedas residence.

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

a. A permanentchangeof stationhasbeenapprovedandauthorizedfor you;both
stationsare located within the United Statesand its possessions;and you have
signedForm 178.
Li. The title to the residence(which may be a mobile homeand/ora lot on which
the mobile home is or will be located) at the old or new official station, or the
interest in a cooperatively-owneddwelling or in an unexpiredlease,is (1) in your
namealone; (2) jointly in your nameand in the nameof oneor more membersof
your immediatefamily; or (3) solely in the nameof oneor more membersof your
immediate family. For dispositionof the propertyat the old duty station, you (or
your immediate family) must haveacquired the title or interest in the property
before you were informedof the transfer. For ascquisitionof propertyat the new
duty station, you (or your immediatefamily) mustacquire the title or interest in
the propertyafter you were informed of the transfer.
c. The expensesof selling or of settling the leaseare for your actual residenceat
the timeyou were informedof your transferto your new official station.
d. The settlementdatesfor the saleand purchase,or for terminatingthe lease,are
not later than 1 (initial) year after the dateon which you reportedfor duty at your
new official station. If you submit a written requestto the appropriateapproving
official before the end of the initial year,this time limit may be extendedfor up to
1 additional year.

Note: If you encounterunique and unusual circumstances,you may submit a
written requestthrough your installation or departmentheadto the appropriate
officer for a secondextensionof up to 1 year. You mustsubmit this requestwell
before your first extensionperiod expires. Any further extensionsmust be pro-
cessed using the deviation proceduresdescribed in part 180. You must specify
exactly the efforts you have takento market the propertyand providedocumenta-
tion showinga continuousandreasonableeffort to completethe transaction.Each
managerin the chain-of-commandmustattacha recommendationwith supporting
comments.If an extension is approved,your office must immediately preparean
amendedForm 178 anddistribute it.
e. You actuallypaid the expenses.If the residenceis a multiple-occupancydwelling
and you occupy only part of it, your expenseswill be reimbursedon a prorated
basis. In addition, your reimbursementwill be limited to a reasonableamount
required for the residencesite. In no event will you be reimbursedfor the
purchaseand/orsaleof more thanfive acres.
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f. Sections612c and612d do not apply if you are a masterinstructorassignedto
the ManagementAcademy,Potomac,MD, andmeet thesethreeconditions:

(1 You are assignedto the ManagementAcademyfor 3 yearsor less;
(2) You did not sell your residenceat your old duty stationat the time you
were assignedto 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 residencetransactionsin section 612d will
be computedfrom the date you are assignedto the new duty station.

613 Disclosurestatements
You must support Form 4877, Reimbursementof Real Estate Expenses-Changeof
Official Station, with a copy of the disclosurestatementrequired by RegulationZ
issued b~the Board of Governorsof the FederalReserveSystem and the Truth in
Lending Act. Title 1, Public Law 90-321, for all chargesmade by the lending
institution towardthe purchaseof a new residence.
Exception: A disclosurestatementis not requiredwhen assumingthe loan from the

seller. A statementto this effect mustbe addedto Form 4877.

620 Reimbursable and Non-reimbursable Expenses ~

621 Overall limitations on reimbursement

621.1 Limit-lO percent of sales price. The Postal Service will reimburseyou for
allowable expensesincurred in connection with selling your residenceat the old
official station. Theamount of this reimbursement,however,cannotbe morethan 10
percentof the actualsalesprice.

621.2 Limit-S percentof purchaseprice. The PostalServicewill reimburseyou for
allowable expensesincurred in connection with buying a residenceat your new
official station. The amountof this reimbursement,however,cannotbe more than 5
percentof the purchaseprice.

622 Broker’s feesand real estatecommissions
The PostalService will reimbursea broker’s fee or real estatecommissionthat you
paid for selling your residence,as long as the fee or commissiondoes not exceed
customaryratesfor that locality. No such fee or commission is reimbursablewhen
you buy a home at your new official station. If you or a memberof your immediate
family receivesany compensationfor performingbrokerage/realestateservices,you
mustdeductthat compensationfrom the amountthat you claim.

623Other advertisingandselling expenses
The PostalServicewill reimbursethe costsof advertising(newspaper,bulletin board,
multiple-listing services, or other advertising) to sell your residenceat your old
official station if you havenot paid for thoseservicesas part of a broker’s feeor real
estatecommission.
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624 Costsof selling or buying a home

624.1 Legal and relatedcosts of selling or buying a home. The PostalServicemay
reimbursecertain legal and relatedcostsof selling or buying a home.The costsmust
meetall of the following conditions:

a. They havenot beenincluded in brokers’ fees,lawyers’ fees,or similar expenses
claimed elsewhere.
Li. They are customarilypaid by the seller in the areaof the old official stationor
by the buyer in the areaof the new official station.
c. They are not more than the amountscustomarilychargedin the locality of the
residence.

624.2Reimbursablecosts. The following costsmay be reimbursed:
a. Title search.
Li. Preparingan abstract.
c. Title opinion.
d. Lender’stitle insurancepolicy.
e. Preparingconveyances,contracts,andother legal documents.
f. Notaryandrecordingfees.
g. Surveys.
Ii. Drawingsor plats requiredfor legal or financing purposes.

i. Customaryappraisalcosts.
I. Title insurancepurchasedby the buyer in those localities in which it is not
customaryfor the seller.to furnish either a title opinion or title insurance,or for
the buyerto obtain a title opinion.
k. Inspectionfees (radon, termite, structural, etc.) required by the lender as a
prerequisiteto loan approvalor required by Federal,State, or local statute or
ordinance.
1. Loan origination fee (non bargaining employeesonly) associatedwith the
purchaseof a residenceat the new official duty station.Limited to no morethan I
percentof the valueof associatedloan.
m. P”ostage/messengerfees charged for the delivery of documentsto/from the
agentsassociatedwith the sale or purchase(title company, lender, realtor, em-
ployee, etc.). Such fees must be’ stated in the closing documentsand must have
been paid by the relocating employee as part of the sale or purchase.
Postageimessengerfees must customarily be paid by the sellerof the residencein
the locality of the old official duty stationor by the purchaserof the residencein
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/messengerfees up to a maximumof $60.00. Amountsclaimed
for reimbursementof postage/messengerfees must be itemized in section 7 of
Form 4877. Documentationshowingamountspaid must be submittedwith your
claim.
a. Attorney’s fees for servicesrequired in the saleor purchaseof the home.In all
cases,claims must be accompaniedby (1) an itemized breakdownfor the services
‘provided; (2) the fees for each item of service; and (3) a statementthat each
service for which claim is made is the acceptedpractice for the locality of the
residence.
o. Similar legal costsas describedin a-h.
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Note: Attorney’s fees are reimbursableonly to the extent that they are not for
services also performed by anotherparty (lender, title company,etc.) for which
reimbursementis being claimed. In some areas, the preparationof documents,
recording of deeds and liens, and the closing are accomplishedby the title
companyor the lending institution; no attorneyservicesare required. In no case
will attorney’sfees be reimbursedfor servicesprovidedsolely at the discretionof
the employee.Litigation costsare not reimbursable.

625 Settlementcosts

625.1 Reimbursableexpenses. The Postal Service will reimburse the following
settlementcosts if theydo notexceedthe amountscustomarilychargedin the locality.
of the residenceand they are customarily paid by the seller in the areaof the old
official stationor by the buyerin the areaof the newofficialsiation:

a. Fl-IA or VA loan applicationfee.
Li. Costsof preparinga credit report.
c. Mortgageand transfertaxes.
d. Staterevenuestampsandsimilar feesand charges.
e. Mortgage title insurance required by the lending institution to obtain a
mortgageloan (commonlycalled lender’scoverage).

625.2Other reimbursableexpenses.If you are selling a homeand the termsof the
mortgage or other security agreementinclude a prepaymentpenalty, the Postal
Service will reimburse the penalty if you had to prepay the mortgageor other
security agreementbecauseyou were relocating.In addition, the Postal Service may
reimburseexpensesfor prepayinga seconddeedof trust which was executedafter
the initial financingof your home. If the terms of your mortgageor other security
agreementspecify the amount of the penalty or the basis on which the penalty is
computed,the Postal Servicewill reimbursethe full amount.If no specific amount
or basis of computation is specified, the Postal Service will only reimbursean
amount equal to 3 months’ intereston the balanceof the mortgageloan. You must
furnish the appropriatedocumentationto supportthe amountof reimbursementyou
request.

625-3 The Postal Service will not reimburse the following settlementcosts:
a. Owner’s title insurance(for exception,seesection624.2j).
Li. “RecordTitle” policy.
c. Insuranceagainstdamageor loss of property.
d. Intereston loans,points,andmortgagediscounts.
e. Loan commitmentfee.
f. Loan originationfee (bargainingunit employees).
g. Loan assumptionor transferfee.
it. Propertytaxes.
i. Operatingor maintenancecosts.
j. Tax services.
k. VA funding fee (see section625.1).

625.4 Financechargesunder the Truth in Lending Act and Regulation1. The
PostalService will not reimburseany fee, cost, charge, or expenseit determinesis
partof the financechargeunderthe Truth in Lending Act and RegulationZ.
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625.5Constructinga house. If you are constructinga house,the PostalServicewill
reimburseexpensescomparableto the expensesthat would be reimbursableif you
were buying a house.

626 Lossesfrom market condition
The PostalServicewill not reimburseyou for lossesresulting from marketconditions
andany similar losses.

* 627 Expensesof settling unexpiredleases

627.1 Reimbursementof unexpired leases. Expensesyou incur for settling an
unexpired lease (including month-to-month rental) on residencequartersyou oc-
cupied at your old official stationmay include broker’s f&s for obtaininga sublease
or the cost of advertisingan unexpiredlease.Theseexpensesare reimbursableif all
theseconditionsare met:

a. The applicablelaws or the termsof the leaseprovide for paymentof settlement
expenses:
b. The costscannotbe avoidedby subleasingor otherarrangements;
c. You did not contributeto the cost by failing to give prompt and appropriate
notice that you were terminatingthe leaseafter finding out that you were being
transferredto a new official station;and
d. The broker’s fees or advertising chargesdo not exceed those customarily
chargedfor comparableservices in that locality. You must itemize theseexpenses
and enterthe total amounton a travel voucher.

627.2 Claim for unexpired lease expenses. You mustsubmit this voucherseparately
from the claim you make for expensesrelated to buying a home.You mustsupport
eachitem with a copy of the leaseagreementand proof of payment.

630 Submitting a Claim for Reimbursementof Real EstateExpenses ~
631 How to apply for reimbursement and how to document expenses

631.1 Claim for reimbursement of real estate expenses. PrepareForm 4877 (see
Exhibit 631.1). Enter the itemized amountsyou are claiming in the appropriate
spaceson the form. For each expense,attachdocumentsshowing that you paid the
expense.Identify itemsclaimed in item 4 on the reverseside of Form 4877.

631.2 Submitting Form 4877 You may preparea separateForm 4877 for saleand
purchaseexpenses.

631.3 Documentation required to support real estateexpenses. You must submit
one completeset of legible, signed documentsor copiesof them to support the
claim. Copiesof the following documentsmust be included, if appropriate:(a) the
salesagreement;(b) the purchaseagreement;(c) propertysettlementdocuments;(d)
loan closing statements;(e) invoices or receiptsfor bills paid; and (f) a copy of the
disclosurestatementrequiredby RegulationZ and the Truth in Lending Act for all
chargesby the lending institution for the purchaseof 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 supportingdocumentsto requestreimbursementfor salesor purchaseexpenses,
for review, adjudication,andsignatureapprovalas follows:

a. Transfersto and from Headquarters:Submit to GeneralManager,Assets and
PayablesSystems Division, Department of the Controller, Headquarters.(This

* authority may be delegatedonly to the Acting General Manager, Assets and
PayablesSystemsDivision. Departmentof the Controller. Headquarters);
b. Transfersto and from Field Divisions: Submit to appropriateField Division
Controller. (This authority may be delegatedonly to the Acting Field Division
Controller); *

c. Transfers to and from regional offices: Submit to the General Manager.
Accountingand SystemsCompliance;
d. Headquarters-relatedfield office transfers:Submit to the nearestassociatedcity
Field Division Controller:and
e. InspectionServicetransfers:Submit to Regional Chief Inspectoror Inspectors
in Charge,as appropriate.

632.2 Review of real estate expenses. This review will determinewhether the
expensesclaImed are reasonableand customarily paid by the seller/buyer in the
locality where the property is located. If any expensesappearto be excessive,the
expenseswill be reducedor disallowed.The appropriateofficial will indicatewhether
theexpensesare approvedor disapprovedon Form 4877.

633 How to submit a claim for payment
Forward approvedForm 4877 and documentationfor administrative approvaland
paymentof your claim.

634 Administrative approval

634.1 Approving official. The official who approvesthe travel for changeof station
will give final administrative approvalof Form 4877. This official may accept as
conclusivethe required prior approval(see section632.1) concerningreasonableand
customaryexpenses.

634.2Forwarding for payment. After the appropriateofficial has given administra-
tive approval.Form 4877 and supportingdocumentswill be forwarded for payment
in the usual manner.

640 RMF Service for Home Sales ~

641 Requirements
This programmay be offered to EAS personnel,grade level 21 or above(Inspection
Service personnelgrade level 17 or above),through a deviation processonly. Saved
gradeor save rate employeesare not eligible. The following criteria must be met
beforeyour request:

a. The title to the residencemust comply with the conditionsstated in section
612.b.
b. The distance betweenthe former residenceand the new official duty station
mustbe at least70 miles.
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c. The residencemust be marketedat a fair marketvalue set by a knowledgeable
real estatebroker, and must be in line with local marketconditions and recent
comparablesales.
d. The residenceto be sold must be appraisedat no less than$50,000andmustbe
situatedon no morethanoneacreof land.
e. The residencehas to be aggressivelymarketed a minimum of 120 days (a
minimumof 60 daysfor InspectionServicepersonnel).

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

642 Guidelines to follow when filing Home SaleDeviation
The employeemust include the following with their deviation request:

a. Copy of the purchaseclosingstatement.
Li. The real estatebroker(s) reporton marketingefforts, which includes length of
market time, list prices.concessionsofferor, andcopiesof the advertisement.
c. Copy of the recent property appraisal, if available. (A property appraisal
conductedby a financial institution is not acceptable.)
d. If readily available, photographsof the propertyand immediatearea,and/or
any otherdocumentationwhich would supportthe request.

If the request is approved by the transferee’s immediate PCES manager,all
documentationwith that manager’ssupportingcomments must be forwarded to
the Director,Office of Accounting, Headquarters.
The Director, Office of Accounting, will advise the transferee’simmediatePCES

executiveof 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 employee’shomeandbusinesstelephonenumbers,the exactaddressof
the property, the BA code, and the finance numberof the transferee’snew duty
station. Appealson denialsare not to be honoredor directed“up the line.”
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Exhibit 631.1 (page 1) Relocation Policy

Reimbursementof Real Estate Expenses—

~ Changeof Official Station
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Bo~,.Mw, led’pcmonm~• k5*ç 45*’ byV. U~Saeipesile w~a,5*’ te005*lte U~StS aaU’qbacieceees5* Pace ew,bapn~.;aI. (gel
Ee*qwn~omp*y Cw,a~rb 5*sappiç aboratEEOna,eai, isof spew UWS 5*3 DiP ItiSaw iteca,aw,Ceelid P5*~awlOeinq .i dfabl5* a’ tOPSleeow~adage
ass.n S~ge,,Peed/ta tee~o,CIka01 ~de Camelbpora~ Iwthi’gp~ oS~ p~i* TI. isap5* 01 el, fern IWtep.5*.,, 5th ithawie,I aptei~pm
1mb.a/a edbyoana*rdr5*al~ ~

PS Form 4877, October 1990

Exhibit 631.1 (page 1), Form 4877,Reimbursementof Real EstateExpenses-Changeof Official Station
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RelocationPolicy Exhibit 631.1 (page2)

Costs Incurred and Paid itt Selling Residenc, it Old Official Station or
Purchesfng R,sldenc, at New OffIcial Station Location (or Both)

hem Euptanatloti Former Re,ildenc, 1Mw ResIding.

1. Brelsrog. Fm: Thesales commissionpaid to a brol,ar or real estate agent for selIng forms.
residenc& Mao. fees for listtnga residence and payment for multiplebating swvice, it not induded
in commission paid to the brobar oragent..,.........,..,,.,,,..... .. ~ — 5,, 3~2.oo

2. AdvertIsIng: Expenses paid for newspaperand otheradvertising whenadirect sale is made
wthoutlesarincesofareatessewbreerorreal,stoteagena,.,,,...,,.,,,..,,,,.,,..,,,.,....,,.,..,,,,,.,,,.,,,

3. AppraIsalFe.: The amount paid to a professional appneser for establishing aSuggested sale
price for the resideoce....~,,.,,,, ...,,.,....,...... .............. ..... .—...-.....

S

S
-

4. Legal and RelatedCoats:The arnotulto paidhe costs 01(1) oaa.dsit,g title. pwpamg obsvact.
and legal lees for a title opinion, or(S) title insurance policywhere cutslcmaiilybanished by the
seller costs of preparingconveyances, otherinsttumants, and coneacts; related itotaly lees;
costs of rnaliing surveys. preparing dr,.(r,gs or plato,riccediog fees arid recording taxes or other
chargespaid incident to teoerdation (e.g., mortgagedischarge recording lees). ~

.

$ ~ S

S. Mlso.llan.oue Coats: Amounts paid Ia,connection withsale 01 former residence and purchase01
a new residence. (Normal~these expenses (except..) are paid b,l’ thepurchas.c howens.
depend/op onlocal cutontin and preraca. theseDer,rt~’berequired to paysome old/tern. I
cia/trod/byae5* 1muttbeesrabliahed/ that payment assOecatoe ulenectabtlsfled custom. that
pa’yrrwlttbypwo’taser wouldbe unusset&ndlisa:payment bysetler wan required bycuotom
rathertitan a practice to enhance the sale.)

:
-

-
-

-

-

a. Prepayment Charge:The amount paidas required in ate mortgage orothersecurity insSu.
men: ass charge for prepayment or Ifnot specdicatlyraquceti by Ste mortgage Its*ianent
Sto terlouro paid limited to 3months prevailing interest on the loan ~ S

- - -

b. Lender’s AppraIsal F.ea Th,amount paid for the ncngage.4endet’o charge lair residence
~ S S

c. PHIc, VA Application F.ea Theamountpa.~._..._,,,,,,,.,. S S

d. C.rtlllcattonat Theamount paid he anyrequired cemllcatittns an to afructural sound/seas or
physical cord/ion of properly, whenreps/ed by mortgagee.lender, FHA orVA.,,....,...,...,,..,.,,,,., S S

e. CredIt Report:Theamount paid for oredit or factual data report n atebuyer. P required by
morlgagee4ender, FHA orVA..,......__,,_~_,,,,,,, .... - S S

Mortg.g. Till. Policy: The amount pa/ti for mortgage (or lender’s) title insurance policy only
(as distinguished httma mortgage insurance poliq’ on thebe of the ito,r~wor.nd5*
adotlonal cost (oran ceever’s title poli~y)_........,_.,.._....._......__..,.,.,,,..........,...,.,,...,.,.

g. Eoca’ow Agent’. Fe.:The amount paid teen .aaow agei~So. company, or nimliarentity he
dosing a real estate a sacon,,,.,,.,,.., ..,,,.._._,....,. .,..,_,,..,_,,,,,,

- -

S

SS

h. Stat. Revenue Stamp.: The entount paid ~ S S
i. Sales orTransfer Taxes: Mortgage. T.s, If Any: Theantawil pald...._........,...,.,,,,.,... S S

S. Leers OrIgInation F,.:Amount chargedto cover Ow a&nilmlabativ. oveifterd cost of processtiig
the loan. (Subjed to lenitotions contained It Nant*iook F-12, RelocationPcAg’-620.42 m.).__

- - -- ~-- - -- -

--. -;~‘-‘.~-~ - S

7. Other fitcldental Ezpemaas: Such other reasonableand misttma’ycierg.sor lees paid ax may
be authorized and notproperlyincludable ii items fistedabove (demise aid. la/mitnecaswy
altadti sepa’al. *heif):

B. Unexpired Lees. TermInatIon Expseea........._.... ...,..,,._,..,....................,.,,,,,,.,. S -~~: -

Toal-FomerR.sMenoe~__~,... $ ~
-- ‘~--: -, - -

Totsl—NewRealds.ce,.,,,,,,_.,.,.,,,,,.,,,..,,,,,~.,.,.,,,,.,,,,. ~ $ -

NOTE; N .auorda,ce sent ate real esaw west.. proa~intwor Nanthaol,P.12. Raie,adat Rebay. oseta CO hacava ~05 ortega or teaef p,c9sn~.na/,ee05.. .d~g..
inQ owe sw property axes werat 5*5*~atas.Afoa~naleage disondla. pinto.interestan ba.. and Isasas It ca,e*iean wie the Sal. er picdtese ala miedencsele to pate
ormel,, 1m*tena we we mtirOses*l.. P5*lvnsenling VeMove. 05te.mel. clerge.xr .veerre. ii rwinbieisltie WIth is deteant/edate. pert or the *twl.e thuge seller
PaTaM in Linding Act, The L Pubic Lee,05.~1, d Regale/en Z issued ouraanl VowelbyVt. Bawd St Goee~rwegOal. P5*01 Reserve Sy~tstEntensee hearedSy V.
.sployie he lemma al/Ordewe wengateme meetor. sereernew hewed,ed/disrasmeig is saagw,ized a. eat reir5*5*e.

FG0D~ -
1~egg.pe~..awitofeessnas.wthdsnay be,5*a,sd le Vie *rwi lelti nay 3~prgpsny Ia osMple family and type (arthidop cethahehatIf .veowes .11 be pin.
ref ea.ed 1~of the~f 5* pme, 0554551 alta’e.d he ,eoids,ew seat only.

~mesg9mgaw as weofaps.eee emit, nap se releases,’is Pa arwg.bobimp
5

Ret,,,b,reemsnt a’5* Pa edeedes ieee... amcleted *10, V. ,edesnce lava.
,05e.ca.d5%CO V.p,aasaae pith. Ba’s aid naMe,,. letw1 aiSam...

PS Forts4877, October 1990 (Reverse)

Exhibit 631.1 (page 2), Form 4877,Reimbursementof RealEstateExpenses.Changeof Official Station
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Exhibit �31.1(page 3) Relocation Policy

Reimbursement of Real Estate Expenses —

~ Change of Official Station

- - -- - -- - - -.: ~, ~PLOYEE—C~IMA?~- - - - - - - ‘ - - -

lane Fm2. MJ..l~S~ CystS, Appimale Boa A EM.’ ClamIn, And ~ V Ito

::F’lm A. ‘~I)ae Estate Eeper*uSatirSoad l~,mis T,w,sa~on •~

vP5~A.l’SD’Room ~oo sii5~l..’Ervc.nt P1ez~S~zias~ofni~. .zet2~.o-5’~zIl
- .- - -1 - - - - - — -- - - - -: LTh~S~DATA- - - - - - -

basal 5.o.rrtyNo. Sp.atc Trat.t CrC~rNastier

C;~~M~9 ~gog-~-.~’f - ‘iS?’ —‘/3.21 ~ojgqg-o- ooI
- - - - - — - - -- - -- - — -; - m.RESID~ICEPROPER~DATA-

CompleteAMen Of Residsnop
tJsez.aw.aztP-q

Old O’tdti Saxar

-

Is.. Othc,aj Sax..

(~3bZ

‘~t.~ie,, MD ~R~7j6 l~’~7
No.01 Daedno tA/a on Prapaiy I

livasel’v.. 4 q-f,~5’c.oo
DIwOfOgLrgorSMeaesett j.~/is/qo
timtstEapsns.BedçClaaired

-

sf
M~aOeetrntaAnrntagCleiried

Mrasnt aPI/lit a Outsanetig
adne..

Natreu,aretsrsa 43jf7~’$
Employ..C.ntItifcad~n -

-~--~~
A. Sale. Expenses—Itte experts.. of St. eatsapplied for above we hereby
approved as being (1) reasonable In wnoust and (2) aisStmattiy pad by a
taller in Ste localitywhen tire properlya located,
O As Ctiemsd 0 ** bvewassd 0 Ii Reduced. PstAttaclted Masts

$~Ptathas. Expenses—The etp.ns,. of the patches. applied be MosS
are hereby approved an being (1) reasonable it .vrrsmt and (2) cuotomeSy
paid by. buyor or the bttelily where Ore property a located.
~XAsClaimed OAt Increased 0 As Ret/iced. Per A~sd Msen0

Taint Appoxnrp OlBoat (Srtern. aay ~te roe goAltpwtpClOt/a (atir~distysaAetIf

Gex~orj~ 4a±’(Aetcasvff.,,’as~
S’gesstn goApereorn~OrB Sinner oay sçe~Appivel

9
~euis~~ -~

-

F Fewea FUsSer all Sate
2

tti~ai
Fan Don4.i sVeCOaole,mr~ma~e..WI*letelen10l*deepetl~Ztalsmeeyi..amale. pvemana$rocoe..rnwet.ra..e,e,rs,.onwbetryBi~

TIntolecier pta ider.te eaarelistar~USC. tXt er. ~ TIns nasal. eeta~te ~5l Ba peaMde OZySs*1*M r~r.rpp. tiessoreon,Pie idornedarWIn
ao..gnaie*1Met.qur wa~aGmbreaMCOpiebteedllbgleM.TaaesenrpeinMoaenlndby W.Rkeraeoa.’anhsbpilpnasdrgwaMtise U~SIapevpawwetpal-
Be.seonan e(ws,Bai. ,‘eepneeoieIlfero.eeit.operer05aslQeV7stSedetenanlM~05eatlr5eOw’l.pSidelet 5

1
t. rs,sari’saga.t’teafesenaernepistymadeteofdi

ideneea, mien aslihy onsactay eIaiW~de~ byP. SS’Site$sapsrr or te*aan M.i 05’~WIbe lt~$5AtS a’~entp b,Mot,a tie PeSeb beside C.’.tbw.s
5

.aVe (
EretitnanCleortalefCewIael.BassaeequrgebeCOaO te SAn $sd~iIaUS’Swd.2$ CiA 1512. aer tiMo Ceded Pain ~1a1t Sava’eSeb slid US’Sbre~ecabe
INtl SpmaPoadanBoat or 05, dSteebCa.ooaINrpmadepi ie10ll’ç peebepaMaidpsassal P~ TIn ete*~tilie lentI sllttey, Pawar. P lieWa~,i onpi~
tarS. leFUMOS. pea tealad ~lone~sre~

PS Pose 4877, October 1990

Exhibit 631.1 (page 3), Form 4877,Reimbursementof RealEstateExpenses.Changeof Official Station

P4STRUCTiONS
(See Handeool, F~1ZRelocation Policy aid F’Il, PCE$ Relocation PoApy

1. Complete Part.I, II. a’nd lii of lan and anlar at applicable errrourrta arId 3. Be sureyou hay. signed St. Employee Cerdicstior/s)bela..
totalson reverse. 4. Submit V/sform arch ~upporDrtgdassmyontabln to One General Ifosaget,

2 Attach one ~mplete set of docinrenlu reopubed to support dabs. National Accounting Division, Deptof St. Ccnzollsr lHea~uaWh);or
a. Copy of sales agreement betasen buyer arid sitar. Field Droison Controller (Field Diriuice). Regional Manager,Accounting
b. Copy of setliement sheet B Systemo Contyfartos (Region), or Regional Chief Inspector or lnspeo~
~ Copy of renpt for any item deirred Vial Is nor on seliannent sheet for in Charge (inspection Ser*.). ax appropriate. When Faire 4B77 is

(cedit repotz apasaist. etc.) signed by V. appropriate approving atocial(s). submit to St. San Matea
d. Copy of rlisdos,ss otelemell that Is required by Regulation 2 and PDC for payment.

ateTruth vs Landing Act(ptstitw s’a’tsactionsonly).

I hereby certify that V. a’r,orart ta/ned en cennemion with Vs. above t.naacson represent. arly assoetvto actually paid by or. and titetSO. to V. property
was it mynan, andfor amember of my Inmectete family and won myresidenc, when lest deleslaly Illoityted ofmy tisrtsler, or imy nest residenc,.
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Relocation Policy Exhibit 631.1 (page 4)

Costs IncurT.d and Paid Cr1 Selling ICealdenc. at Old Olficiel StatIon or
PurchasIng R.sldertce at New OffIcIal StatIon Location (or Both)

Item Esplansften Fort’s. R.aldana. New R.sIda~o.

1. Brokerage F...1 Tb. sales currrmission paid to.broker or real estate agent for siting homier
res,oenc. also. rens lot isong aresidence and payment fcrmultiple listing seneca, if not itciuded
as corn’nosor pad to tire brokar oragent ,. - ~ ............. $

2 AdvertIsIng: Enperrsms paid tar newspaper arid other advertising wlren a direct sat,is made
w,ttnenu ate set’nces ala real estat, broker orreal estate agent ........ ... .... S

3 Appre eatFee: The arrnowrt paid to a pct,sxonai appraiser far establishing a suggested sale
prare lOr ye itesroanc. .__,_...,.,,,.,... S

.

Legal and Relet.d Costa The amount. pad for costs ol(1) searching mie, prepamg sbsVtect.
arid lege less be a Otis oatnion. or (2) idle insurance policy where custcmarity furnished by the
beer costs 01 prec.avrg conoeyanme, otherinsatirrrennr. and consaos; related notary Inea~
caste of wstatç sut’veys. preparing drawings or plato, recosdirng lees aid recordeng taxes orother
crrarg.s teat nsc,aatt to recordakort )e.g., rrrotigage discharge recording fees). e~..........................

,

S $ 3 ~5OO
S MInoaSarnesue Cents: Amountypaid It otnrnection seth sat, of ftirmerresidence and purchase oh

anest reneseca (Nor’rsslly. these expenses (excepta.) ar, paid by Vt.pu.rcItasan~lnow.ser~
art oSal cusom arid ptactica Viaset., may berequired topay satIre of Uteri,. N

Dy sale, atanntbe eStabli~heCVial payrrter,t was because ofart estabLiShed CslOlOrtt. Vies
paytroa’ir ty surorasar .‘oId b unusstal and thalpaymailbysaItw wan required by custom
tamer rana pracece oenhance line sale.)

-

- - -

-

-

-

-

L Prepa,nverti Cssarg.: The arsonist pad as required in Os, mortgag, on tOter security inOOV.
‘sent ax a coary. for prepayment or it nat specifically required Dy Ste mortgage irtsS’utnent.
V. are.~’spad Ie,n,rad to 3 mantIs prevailing intereston tIre loan batartce.,.,....,,,....,,,,,,..,...,...... S

-- -

ti l.asndeYe AppraIsal Feet The amount paid for the rnortgagecrlenders changefor residence
aa.ns&s -- ~ S $

c Fl/A a’ VA applIcatIon Fe.: The amount ped.,,,..,,....__...,....._............................................. S 5

o Ca’lef.cssione: fl’, anoint paid for any required ces’ittcaionn a.s to $5uCllJralsounth’ness at
Dsyswa as-ontayr at property, wIser req’xced by mortgageatlertder, FHA orVA..,...,,,..,.,.,~.....,. S S

a Cretet B.eer’n The e’nount paid for audit or t~Iatdotereport on tire buyer. it required by
Ivospapeenernoer Dy/A orVA.,.....,,,,.,..._...,,,..,.,_,._,,,,,,,,,,,,,.,,,.,,,,,,.,,,,.,,,,,.,,,,,,,.,,, S $ 25.00

I $e.’sgag. Tin. Potcy’ The amount paid for mortgage (or l.rrders)tide insur~ncapolicy only
can.snriy.av.eo from a mortgagerwencs poi~yortVieLifeof tire tonrysrerand Vie
aa.eone cast be’ an owner’s titlepoicy..~ ~

-
— - -

- - $ .~ 1.00
g Leone.Ageisra F..~Theamount paid to anesame agent, lid.company, at smite, entity for

a .me mate S B

0 Sean, ie.a’sse Soamps: Thesi’nrcuntpaid S S

S $eie.a’Yrenafst’Cases:BiortgagseTss,llAny:Theamountpad....,....................................,. S $

6. LOon Oriptoatiso Pee: Amountcharged to caner the edmininteatnea ovethead cost at processing
V. ban t5.b.ea LmaDam contained ‘en Handbook F-12, Relocation Poky- 620.42 m.)......._

:‘ -
~,-.- $ ~

7. Other Nsdlla,Nt Laperan.: Sudt aBner r,aicnabf, and customary chargesCr fees paidas may
be maro’oaca”, an properly includable it hems fated above (itermtdaaid aaPtaifl:dlteCeSs1.t)~
are,urn aenmwa ara~.

EMsaeV.d Lees. Tainlrnatlen Exn.na._,,,,.,,__.,._,.,,._,,..,,.~. .,,.,....,... S

$

- - -,

Total — Former Re.Ideisc,.,...,,...,... ~ - - - - ---

Total -New ~ ;‘~~‘~ ::-~- - -...:~: $ 3, ~
p/OTt: or ~‘neoa ant, w. real estate enperea ptortno’ra of Man~okP42. Amoral’, Palty’. costs of ilasatre ei,airnatdemnrape arise of swoenip, nalnnenarca all01e1*
559 rests we i,5as’lf tee a. rot ranb.xsatal.Allo. ‘cr’SaPS alstoaSte, poarts, 01te’SItCO tOe’,, ato I0551~tflc.’sieCSnfl teifi tie sale or pra’urrax. eram*sidsrtc.Oate wa
or rnwiar sear... sinan .ora,xsable, Pierwornoaler’S Ore stone,robe. met.crag., or expenseis ,anrbrmeti,el/lit adetelmmind 0 Bee part OD~sPmrant. cwye aider
a. Tritr or L.nano La,. Tea I, Pt., l.a. ao.~t,and Angiants 2. i~siadportals VistasbyV. 805,0 of Gener’onsof lie Federal Aewae Sysxenr. Eatiersaee I/timid bp Ore
ermnpldton Be so non .oast.iane raP we of Ore tenasolere 151 air/untl.rrteflornast is aa.r/zed asret rel,rb,aebue.

FOOTIICTE2.1
Thn ngoagea s-re.e’r nannIes refhis may ~er.irO,sts.d in Sal arson, Stilt nay wopplp N muldole Baldly ~Btlype plsdaderp atvlsoiWwi.vi9 expemie at be p~
tat esoed i~ ldn’e ate pose, read end baW,d be msoenre ant asp.2
Th. ay9~eç5~atneanr ~5espe.’oae w~idttray bereimBursed Is Sits arnosn, BiOrInsey

4
0S.mt,sanlent N Bed to nh abasti. bastes. n,aocatedwar tIe re,ide’ra ate,

tart .eoaeO 5% o’t. euro’... ewe. OP. *to thantIsanlotot.of $solo,

PS P/inn 4877, Oclatia’ 1990 jReasr’se)

Exhibit 631.1 (page4), Form 4877,Reimbursementof Real EstateExpenses.Changeof Official Staiion
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Re’ocation Policy 730

- Chapter 7
Relocation as Part of the Management AssociateProgram

710 E~~planation~
The Management Associate(MA) program. administered by the division, is a managementdevelop-
ment progr~tm which requires participants to move about a great deal. Management Associatesare
non bargainingunit employeesassignedto field installations.They can be reassignedto new sites
throughoutthe Serviceas often as every 4 monthsduring their 32 months in the program.

720 ‘V%’liat the Postal Service~vill Pay ~

721 Reassignmentexpenses -

Each time a ManagementAssociateis reassigned.the PostalService will pay for
moving householdgoods. for advanceround trips (to locatehousing),for temporary
quarters,for miscellaneousexpenses.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 your first assignmentafter leaving the program. Insteadof
being paid for the moving of householdgoods and temporaryquarters.you may
choose to move a mobile home and be reimbursed in accordance with part 440 each
time you are reassigned.

722 Real estatetransactionsand 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 residenceat the official duty station when you were assigned
to the MA program.
b. The purchaseof a residenceat the first permanentofficial duty stationafter
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 expensesfor unexpired leasesat 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 PreviousSite ~
Management Associatesare sometimesassigned 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 changeof station. The Postal Service will pay all normal
relocation costs (consistent with the provision of parts 310 and 5W) for temporary quarters. storing
householdgoods,and advance round trip or en route expenses.
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740 ReJocation Po’icy

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 transferof official station.

742 Unusual circumstances
If you encounter unique and unusual circumstances, you may submit a written
request to ~‘ourinstallation department head for a secondextension of up to 1 year.
You must submit requestsof this nature well before the first extension period expires
to the respective officer for approval/denial. For other exceptions, follow the de-
viation proceduresdescribedin part 180.
When ~ou apply for an extension,you must specify th~efforts you have taken to

market the property. You must provide documentation showing that you have made
a continuous and reasonableeffort to sell the property.

750 Travel Vouchers for the MA Program
You mustpreparetravel vouchersfor all relocationcosts,as specified in this handbook.
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Relocation Policy 821

Chapter 8
Grossing Up Allowance-

Non Bargaining Employees

810 EmployeeResponsibilities
You will receivea Form W-2 and facsimile of IRS Form 4782 (seeExhibit 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.
PostalServicepaymentcyclesand the RMFs transportationof householdgoodsbilling periodsmay
overlap calendar years. Therefore, it is importantto keep accurate records.of the following items to
ensure that expensesare reported in the appropriate time frame for tax purposes:

a. Vouchers;
b. Payments received;
c. Bills of lading; and
d. Real estatetransactionfiles or papers.

820 “Grossing lJp” Allowance ~

821 Definition
A ‘~grossingup” 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 descriptionsof terms associatedwith your grossingup calcula-
tions:

a. Earnedincome.Earnedincome includesgross income,asperyour USPSsalary
Form W-2. If you are newly hired by the PostalService,your earnedincome 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 to IRS as “deductible
expenses” on your IRS Form 3903, Moving Expense.In addition, earned income
includes your spouse’sincome 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 POC calculates your WTA, calculates
and pays the IRS Federal income taxesat a rate of 20 percent, and reimburses you
for the full amount of your claim (FICA (Medicare) is not withheld). -

c. 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
expensesfrom year 1. If your reimbursementsextend beyonda 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 taxeson your earned income.
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822 - - , Relocation Policy

g. Deductible moving expense.The total amount of moving expensesyou may
deductfrom your taxes. -

It. Nondeductiblemoving expense.The total amountof moving expensesyou may
not deductfrom your taxes.

822 Resignation and retirement
If you leave the PostalServicewithin 12 monthsof the time you relocateto a new
duty station, you will not receivea grossing up allowance.

823 Completing Form 4879,Certification Statement
You must completeand submit to the San Mateo PDC a Form 4879, Cerzification
Statement-Claimfor RelocationIncomeTax Allowance. -
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UNITED STATES (KEEP
POSTAL SERVICE EMPLOYEE MOVING EXPENSE INPORMArION FOR YOUR

FACSIMILE OF RECORDS)
IRS FORM 4782 PAYMENTS 3U*2)E DURING CALENDAR YEAR 3.990

JOHN A DOE SSN 987~S4321
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 0 843.10

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. THIS 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, (IRSFacsimileForm) EmployeeMoving ExpenseInformtuion
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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
supportingdocumentsfor your files.

920 C.ziiii.iii 1~irors ;_~~

921 What to check before submitting your travellrelocation voucher
Before submittingthe voucher,makesurethat:

a. Your social securitynumber is correct.
b. You haveattachedyour receipts.Attach copiesof receiptsrelatedto relocation,
such as documentspertainingto the sale/purchaseof your residenceand miscella-
neousexpenseclaims. -

c. You have included the correct finance number, account numbers, and
subaccountnumbers.
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 erasuresand alterations
The traveler or the appropriateapproving official must initial any erasuresand
alterationsin totalson the faceand body of vouchers.

930 Supporting Documentation for Form 1012 ~

931 Miscellaneousexpense-bargainingemployees
If you claim more than the flat allowancestatedin section 292.2, you must support
your claim by (a) completing Form 4871; and (b) submitting paid receiptsor other
acceptableevidenceindicating the expensespaid.

932 Receipts

932.1 All travel, The receipts should be attached to sheetsof bond paper for easein
handling. You must always have the following receipts:

a. Passengerticket coupons for air, rail, or bus.
b. Receiptsfor lodging. -

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

932,3 Transporting a mobile home. You must furnish receipts to support each
expenseclaim for this allowance. (Seepart 440.)

932.4MiscellaneousReceipts

932.41You must always have receipts for the following items:
a. Excess baggage.The receiptsshould indicate the weight of the baggageand
points betweenwhich the baggage was moved.
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b. Shipments, foreign or express,regardlessof amount.
c. Clerical assistance.
d. Stenographicandtypingservices.
e. Hiring a specialvehicle.
f. Renting typewriters.

g. Personalservices,such as guides, interpreters, and drivers of vehicles.

h. Telegrams,cablegrams,and radiograms.
i. Copiesof records furnished by Federal or Stateofficials (clerks of courts, etc.).

932.42 Attaching receipts. You mustattach receiptsfor allowablecashexpenditures
(plus any applicable tax) which are more than $15. This includesexpensesfor the
following:

a. Feesrelating to travel outside CONUS. (SeeHandbook F-10,Travel, part 640.)
b. Taxi fare.
c. Lodging. Lodging receipts must be from a hotel, motel, apartment. or boarding
house.

d. Whenyou are on actualexpensesfor subsistence,you must obtain receipts for
each item.

940 Submitting Travel/Relocation Vouchers ~

941 Submitting vouchers for change of station and travel to a new duty
station
Relocation expensesmay be claimed together. All subsequentvouchers which refer to
the same type of expensemust referencethe 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 purchaseof a residence
Each item of expense you claim must be supported by documents showing the
expensewas in fact incurred. An exampleof thesedocuments would be a copy of (a)
a purchaseagreement: (b) a sales agreement; (c) property settlementdocuments; (d)
loan closing statements;(e) invoices or receiptsfor bills paid: (f) disclosurestate-
ments(requiredby RegulationZ 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 approval. The
official will submit the voucher(s)to the San Mateo PDC.

944 Submitting vouchersfor transfers and changeof station
If you transfer from another Government agency to the Headquarters of the Postal
Service, or between Postal Service installations, you must charge these expensesto
the appropriateaccount for relocation travel and to the department or office that is
acquiringyou. These vouchers will be processedand 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
signatureof the approvingofficial on the front of the voucher will show that he or she approves
your relocation expensesas the most advantageousto the Postal Service. Your voucher will be
submitted to the San Mateo PDC, which will audit and processvouchers 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

I U S Postal Service Officers
A. ThePostmasterGeneral
B. The Deputy PostmasterGeneral
C. The AssociatePostmasterGeneral
D. The SeniorAssistantPostmastersGeneral
E. The Assistant PostmastersGeneral
F. The GeneralCounsel
0. The DeputyGeneralCounsel
H. The Consumer Advocate
I. The Chief PostalInspector
3. The Judicial Officer
K. The Executive Assistant to the PostmasterGeneral
L. The Treasurer
M. The Regional PostmastersGeneral

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

The PostmasterGeneral delegatesto all PCES executivesauthority to approve
travel vouchers, travel advance requests, and travel tickets purchased via GTS
System.A PCES executive is authorized to delegateauthority only to someone
acting in the executive’s place when the executive is absentor to someoneacting
in a vacant executive position. Further redelegation is not allowed except for the
following:

A. The appropriate Assistant PostmasterGeneral may delegateapproval authority
to the Manager in charge of the following postal installations:

1. Transportation Management ServicesCenters

2. Procurementand Materiel ManagementServiceOffices
3. Managers,threeField Centers,ManagementAcademy
4. NationalTest Administration Center.Alexandria,VA
5. National AddressInformationCenter,Memphis.TN

B. The Chief PostalInspectormay delegatethe authority to purchase travel tickets
to Postal Inspectorson official audit andcriminal investigations.
C. All Inspectors in Charge and all Assistant Inspectors in Charge are granted the
authority to approvetravel vouchers.
D. Regional PostmastersGeneralmay delegateauthority to managersreporting
directly to Regional Directors.

Copies of any delegationsof authority must be sent to the GeneralManager,
Accounts PayableDivision, San Mateo PDC, San Mateo, CA 94497-9400.

III. Restriction

Approving officials may not approvetheir own travel vouchers.The next senior
official with approvingauthority mustapprovetheir vouchers.
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Appendix B
ReimbursementRates

The terms and reimbursement rates stated in this section apply throughout this

entire handbook,

I. Mileage Raies -.~

A. Standard mileagerates

Vehicle Cents per mile.

j 1. Privately owned vehicle 24.0
2. Privately ownedmotorcycle 20.0

[~~rivatelyowned airplane 45.0

B. Relocation-relatedadvanceround trip and/oren route to new duty station

The allowablerate-is 24 centsper mile.

Odometerreadingsare not requiredon the respectiveclaim forms: the integrity of
the claim is the responsibility of the traveler. However, should the approving
official have reasonto questionthe claim, the claimant must provideevidencethat
supportsthe claim of distancetraveled.

II. Per Diem Rates -

A. What per diem includes

The perdiem allowanceincludesall chargesfor meals,all feesand tips to waiters,
bellboys,and porters, laundryand cleaningexpenses.etc.

B. If lodging is required

When the traveler is in a travel statusand lodging is required.per diem will be
allowed at a rate of $8.50 per 6-hour segmentor fraction thereof for travel to
locationsidentified 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 segmentswhere
travel occurs within both high and averagecost localities, the traveler determines
the per diem rate for the segment based upon where the majority of time was
spent during that segment.Receiptssupporting any lodging claim must accompany
the related travel voucher(s)and must be from a hotel, motel, apartment,or
boarding house.(Seepart 930.)

C. High cost localities -

The following key cities and areasare classifiedas high cost localities (all other
cities are classifiedas averagecost localities).

Handbook F-12, June 1991 53



Appendix B Relocation Policy

Stats/City Locality County and/or other defined location~3

California
Death Valley lnyo
Los Angeles Los Angeles,Kern, Orange and Ventura Counties, Edwards

AFB, Naval WeaponsCenter & Ordinance Test Station, China
Lake

Oakland Alameda. Contra Costa,and Mann
Palm Springs Riverside
Sacramento Sacramento
San Diego San Diego
San Francisco Sari Francisco
San Jose Santa Clara
San Luis Obispo San Luis Obispo
San Mateo San Mateo
Santa Barbara Santa Barbara

- SantaCruz SantaCruz
SouthLakeTahoe El Dorado
TahoeCity Placer
YosemiteNationalPark Mariposa

Colorado
Aspen Pitkin
Boulder Boulder
Denver Denver, Adams, Arapahoe, and Jefferson
Keystone/Silverstone Summit
Vail Eagle

Connecticut
Hartford Hartford and Middlesex
Salisbury Litchfield

District of Columbia
Washington,D.C Cities of Alexandria,Falls ChurchandFairfax: Countiesof

Arlington, Loudoun and Fairfax in Virginia: andCountiesof
Montgomery and Prince Georgesin Maryland.

Florida
Key West Monroe
Miami Dade
West Palm Beach Palm Beach

Georgia
Atlanta Clayton, De Kalb, Fulton, and Cobb

Illinois
Chicago Dupage.Cook, and Lake

Louisiana
New Orleans Parishesof Jefferson,Orleans,Plaquemines,andSt. Bernard

Maryland
Annapolis Ann Arundel
Baltimore Baltimore and Harford
Columbia Howard
Ocean City Worcester
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State/City Locality County and/or other defined location2~3

Massachusetts
Andover Essex
Boston Suffolk
Lowell Middlesex
Martha’s Vineyard/Nantucket . Dukes and Nantucket
Quincy Norfolk

Michigan
Detroit Wayne

Nevada
LasVegas Clark County. Nellis AFB

New Jersey
Atlantic City Atlantic
Eatontown Monmouth County.Fort Monmouth
Edison Middlesex
Newark Bergen. Essex.Hudson, Passaic,and Union
OceanCity/CapeMay CapeMay
PrincetoniTrenton Mercer

New Mexico
Cloudroft Otero
SantaFe SantaFe

New York
Monticello Sullivan
NewYork City The boroughsof Bronx, Brooklyn,Manhattan,Queens.and

Staten Island; counties of Nassauarid Suffolk
Saratoga Springs Saratoga
While Plains Westchester

Ohio
Cleveland Cuyahoga

Pennsylvania
Radnor/Chester Delaware
King of Prussia/Ft.Washington Ft. Washington.MontgomeryCo., exceptBala Cynwyd in

MontgomeryCo.
Philadephia PhiladelphiaCounty.City of Bala Cynwyd in Montgomery

County
Valley Forge Chester

Rhode Island
Newport Newport

South Carolina
Hilton Head Beaufort

Texas
Dallas FortWorth Dallas andTarrant
Houston Harris County, L.B. Johnson SpaceCenter. and Ellington AFB

Virginia
Williamsburg

Washington
Seattle King

Notes
A city locality is defined asall locationswithin, or entirely surroundedby thecorporatelimits of the key city, including
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independententities locatedwithin thoseboundaries.
2 A countyis definedas all locationswithin, or entirely surroundedby the corporatelimits of the key city as well as the

boundariesof thelisted counties,including independententities located within the boundariesof the city antthe listed
counties.

~ Military installationsorGovernment.relatedfacilities (whetheror not specificallynamed)that arelocatedpartially within
the city or countyboundaryshall includeall locationsthat are geographicallypart of themilitary installationsor
Government-relatedfacility, even though part(s)ofsuchactivitiesmaybe located outside thedefinedperdkmlocality.
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III. Lodging Rates ~

A. General policies regarding lodging
For travel in the contiguousUnited States, the PostalService will allow actual
expensesfor lodgingwhenemployeesare placedin a travelstatusfor relocation.
1. Employeesshould not seek exemptionsfrom sales taxes on lodging by using
exemptioncertificates,since the employee,and not the PostalService,is responsi-
ble for paying for thecostsincurred. Employeeswill be reimbursedfor taxesthey
pay.
2. Lodging arrangementsmust be carefully controlled. A diligent effort must be
made to obtain lodging at a reasonablecost in all areas.However, if reasonable
attemptsare madeto obtain less costly lodging, but the attemptsare unsuccessful.
the PostalServicewill pay for actualexpensesincurred.
3. The policy for actual lodging expensesis not approval to randomly select
lodging facilities without regard to cost. Control over lodging expensesis an
integral part of the approvingofficial’s managementduties. The PostalServicewill
not toleratean employee’scapricious or nondiscretionaryuse of lodging facilities
that chargeexorbitant fees. In thesesituations,the approvingofficial will disallow
the amountsclaimed in excessof the reasonablecost 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. Distancesfrom
lodging facilities to the work assignmentand related transportationcosts must be
analyzedby the approvingofficial whenconsideringrates.

B. If lodging is denied

If a traveler is deniedlodging whenconfirmed reservationsweremade.heor she
should demand a penalty payment or complimentary lodging elsewhere.Any
paymentsthe traveler receivesshould be made payable to the DisbursingOfficer,
USFS. and forwarded to the San Mateo PDC with the travel voucher. If com-
plimentary or partial complimentary lodgings are provided, the traveler should
claim reimbursementonly for any actualcharges.
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Appendix C
ExpenseAccountsUsed in

Connection with RelocationlTravel

51239 PersonnelBenefits- MiscellaneousExpenseAllowance
51241 PersonnelBenefits- AdvanceRound Trip
51242 PersonnelBenefits - En RouteTravel
51243 PersonnelBenefits - TemporaryQuarters
51244 PersonnelBenefits - Transportationof HouseholdEffects
51247 GrossingUp/RIT
51248 PersonnelBenefits- ResidencePurchaseand/orSale/Lease
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AppendixD
Instructions for Completion of Forms

This appendixcontainsthe instructionsfor completion of the following travel and
relocationforms.

Form 1012 Travel Voucher
Form 4872 Claim for SubsistenceExpenses- TemporaryQuarters
Form 178 SpecificTravel Order - Relocation& RelocationAgreement
Form 4871 MiscellaneousExpenseAllowanceClaim
Form 4877 Reimbursementof Real EstateExpenses- Changeof

Official Station . -

Form 4879 CertificationStatement- Claim for RelocationIncomeTax
Allowance

Form 1011 Travel AdvanceRequestand Itinerary Schedule
Form 8059 Requestfor RelocationManagementFirm (RMF) Service
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Form 1012,Travel Voucher
This section shows you how to fill out the front of Form 1012. The stepsare
keyed to the sectionsin Exhibit 335.4. You should type or print the following
information:

a. Payee’sName: Your full name.
b. SocialSecurityNo.: Your socialsecurity number.
c. Mailing Address: Your correctmailing 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 andother Expenses(From and To: The dateyou beganyour travel
(From) and the dateyou endedyour travel (To).
e. Applicable Specific Travel Order - Relocation: Used when travel relates to
relocation.Obtain this numberfrom Form 178, Specific Travel Order - Relocation
& RelocationAgreement.
f. Type of Relocation: The phase(s)of relocation in which you are claiming
reimbursement.The phasesof relocation to be enteredin this block are advance
roundtrip(s), en route,andtransportationof mobile homes.

g. Travel Advance: If you receiveda travel advancefrom the San Mateo Postal
Data Centeror PostOffice AccountingDivision. enter: (1) the outstandingamount
of the advance,(2) the amount you will apply to expenseson this voucher,(3) the
remainingbalance(if any), Do not include emergencyadvancesfrom local post
office funds.
It. Transportation: Transportationtickets may be paid any of the following ways:

(Li GSA issuedcredit card (Diners Club Credit Card). Individual credit card
issued to designatedemployeesin their name.Chargesare billed directly to the
employeefor payment.
(2) GovernmentTransportation System(GTS). A centrally billed Postal Service
accountfor commoncarrier chargesonly.
(3) Other. Transportationtickets purchasedby meansother than above. Exam-
ples include cashor check.

i. Amount Claimed: The total amountclaimed from the backof the form or from
the continuationsheet.
j. Signature of Payee: Sign the form here.The namehere mustbe the sameas the
nameshown at the top of the voucher in Payee’sName.
k. Daze: The dateyou submit the voucherfor payment.
I. Title of Payee: Your official job title.
in. Authorized Approving Official’s Signature: The approvingofficial will sign
here.
n. Title: The approvingofficial’s title.
o. Date: The datethe approvingofficial signsthe voucher.
p. Finance Number: The financenumberof the office chargedfor the expense.
q. Future Use: Do not enterdata in this column.
r. Sub-Location: The sub-locationcodeof the office chargedfor the expense.
s. Account: (SeeAppendixC for travelaccountnumbers).
t. Amount: The amount to be chargedto the finance number. The amount(s)
enteredmustequalthe amount claimed.
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Note: If you are traveling to the ManagementAcademy, Potomac,MD, or the
Technical Center, Norman, OK, you must have the registrarcertify the type of
accommodationsyou used. InspectionServicewill follow instructionsissuedby the
Chief PostalInspector.

Handbook F-12, June 1991 73



Appendix 0 Relocation Policy

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
335.4.)

a. Daze 19: The calendaryearthe expenseoccurred.
b. Rare: The mileagerate applicablefor use of a privately ownedvehicle (POV)
while on official travel.
c. Date: The monthand date expenseswere incurred.
d. Itinerary/Explanationof ExpensesClaimed: Write all the detailsof each item for
expensesclaimed.Theseinclude:

11 The modeof transportationyou used (for example,’air.train, POV).
(2) Charges for taxi or limousine services between your home or place of
businessand your duty station. Also show chargesfrom your hotel or place of
businessto your duty station. Showtips separately.
3) Any deviationsfrom normally traveledroutes.

i~4j Explain delays in trips for reasonsbeyond your control or personal
Convenience.
51 If a POV was used,you must indicatethe points visited.
6 Tolls chargesfor turnpikes,tunnels, ferries, bridges,and parking fees.
7; Chargesfor local transportationexpensesrequiredto performofficial duties

outside your official station.
(8) Datesand points of travel, and kind of conveyancewhen you haveuseda
specialconveyance.
9 Expensesyou incurredfor the official useof telephoneor telegraphservices

or expensesfor any unusualchargessuch as renting a room for a conference,
renting equipment,etc.
ilO Any cost comparisons.

e. \‘o. of Miles: The numberof official businessmiles driven usinga POV.
I. Amount: The amount of reimbursementallowed for official businessmiles
driven (numberof businessmiles multiplied by themileage rate).

g. No. of Per Diem periods High: The high cost per diem periodsapplicable for
eachday of your travel.
It. No. of Per Diem periodsAverage: The averagecost diem periodsapplicablefor
eachday of your travel.
i. Amount: The dollar amountof high cost perdiem claimed.
j. Amount: The dollar amountof averagecostper diem claimed.

k. Less meals Furnished Amount: Reducethe per diem amount claimed by the
high cost fixed rateslocatedin Appendix B, II. B. for mealsprovidedat no charge
to you by governmentagencies,private companies,etc. in connectionwith official
travel.
1. Less meals Furnished Amount: Reducethe per diem amount claimed by the
averagecost fixed rates located in Appendix B, II. B. for meals provided at no
chargeto you by governmentagencies,private companies,etc. in connectionwith
official travel.
in. Lodging No. of Days: The numberof days in lodging while on official travel.
The numberof daysmustcorrespondto the costindicatedin item (n).
n. Lodging Amount: The cost of lodging while on official travel. The costsmay be
divided over the number of days you are on travel or the total cost may be
indicatedin the column representingthe dayyou paid the expense.
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o. Car Rental No. of Days: The numberof days in for car rentalwhile on official
travel. The numberof daysmustcorrespondto the cost indicatedin item (p).
p. Car Rental Amount: The cost of car rental while on official travel. The costs
may be divided over the numberof days you are on travel or the total cost may be
indicatedin the column representingthe day you paid the expense.
q. Transp.Air, Bus, Train fare Amount: The fare associatedwith transportationto
arid from origin anddestinationpointsof the official travel.
r. Other Amount: Document and claim allowable expensesincurred related to
official travel for all other itemsin 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, TransportationAmount, andOtherAmount. -

r. Subtotals lad. Counts: The total is to be enteredfor eachcolumn.
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Appendix 0 RelocatIonPolicy

Form 4872, Claim for SubsistenceExpenses- Temporary Quarters
This section shows you how to fill out the front of Form 4872. The stepsare
keyed to the sections in Exhibits 533.4 and 534.2. You should type or print the
following information:

a. Printed Nameof Employee: Your full name.
b. Specific Travel Order Number: This number is available from Form 178,
SpecificTravel Order - Relocation& RelocationAgreement.
c. Social SecurityNo.: Your social securitynumber.
d. Addressof Official Duty Station: The addressof your new official duty station.
e. Period Claimed for Temporary Quarters: Enter - your temporary quarters
beginningand endingdates.
f. Daze From To: The datesyou are claiming temporaryquartersexpenseon the
voucher,
g. No. of Dependents:The numberof dependents,excluding your spouse.occupy-
ing temporaryquarters.
h. No. of Days: The number of days of temporary quarters claimed on the
voucher.
i. Daily Rate5: Seepart 530 to determinethe applicablerate.
j. Total Maximum ExpensesAllowed for tFirst. Second.Third) 10 Days: The
maximum reimbursabletemporary quarters expensefor the applicable 10-day
segment claimed. There is a different daily rate for each 10-day segment of
temporaryquarters.
k. Total Maximum Expensesfor the Three 10-Day Periods: The total expenses
claimed for temporary quarters, excluding personal phone calls home, cannot
exceedthisamount.
I. Total Maximum ExpensesAllowed: The total expensesclaimed for temporary
quarters,excludingpersonalphonecalls home,cannotexceedthis amount.
in. PCES Enter Actual Expenses: The total expensesclaimed for temporary
quarters,excludingpersonalphonecallshome.
a. Claiming Lesser of Actual or Maximum E.rpenses: The lesserof total actual
expensesdocumentedon the back of this form or the computed maximum
amount,excludingpersonalphonecalls home.
o. Personal Calls Home: The total allowablecost of personalphonecallshome.
p. Total Claimed: The sum of temporary quartersclaimed and personalcalls
home. -

q. Applied to OutstandingAdvance: The amountof the total claimed to be applied
to an outstandingadvance.
r. Signatureof Employee: Sign the form here.The nameheremust be the sameas
the nameshown at the top of the voucher in PrintedNameof Employee.
s. Date: The dateyou submityour voucherfor payment.
t. AuthorizedApprovingOfficial’s Signature: The approvingofficial will sign here.
a. Date: The datethe approvingofficial signs the voucher.
v. Title of Payee: Your official job title.
w. Title: The approvingofficial’s title.
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ClaIm for SubsistenceExpenses —

TemporaryQuarters
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Appendix 0 Relocation Policy

Form 4872,Claim for SubsistenceExpenses-TemporaryQuarters
This sectionshowsyou how to fill out the back of Form 4872.(SeeExhibits 533.4
and 534.2.) You shouldtype or print the following information:

a. Date: The datethe expenseyou areclaiming was incurred.
b. Lodging: The amount paid for your temporary lodging. Spreadthe amount of
your lodging equally by the numberof days the costs cover. Example:You pay
$900 for 30 daysof lodging. The daily cost is $30 a day.
c. Meals: The amount paid for meals for you and other family membersin
temporaryquarters.
d. Clothing, Laundry & Cleaning: The amount paid for washing and cleaning
clothing,
e. Total: Total of the amountsclaimed for meals,lodging, clothing, laundry,and
cleaning.
f. Personal Phone Calls Home: The allowable amount claimed for phone calls
home whennot accompaniedby your immediatefamily.
g. Subtotal 1st 10 days - 2nd 10 days - 3rd 10 days: Used by bargainingunit
employeesto total each 10-dayperiod.
h. Subtotal: Usedfor totaling the applicablecolumn.
i. Actual Days in Temporary Quarters: Enter the total numberof days you have
claimedfor temporaryquarters.
j. Grand Total: Enterthe total of eachcategoryof expenseclaimed.
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Appendix 0 Relocation Policy

Form 178, SpecificTravel Order - Relocation & Relocation Agreement
This section shows you how to fill out Form 178. The stepsare keyed to the
sectionsin 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 reportingdate.In the last threespaces.enterthe sequentialnumberrelated
to the number of employeesrelocatedand eligible for relocationbenefits by the
gaining office.
1,. EmployeeName: Enteremployee’sfirst name,middle initial, and last name.
c. Social SecurityNumber: Enteremployee’ssocial security number.
d. issuingOffice: Enterthe issuingoffice’s nameand location.
e. EmployeeCategory: Check the employeecategoryat the new duty station.
f. Signature of Employee: Employee signature indicating they have read and
understoodthe relocationagreement.
g. Date Completed: Dateemployeesignsrelocationagreementsection.

h. Official Duty Station (Nameand Addressi-New: Enter nameand addressof the
new duty station.
i. Official Duty Station (Nameand Address)-Old: Enter nameand addressof the
old duty station.
j. Finance Number: Enter the finance number absorbingemployee’s relocation
costs.
k. Sub Location Code: Enter the sub location codeapplicable to the employee’s
new duty station.
1. Sub Account Number: Enter the sub account number applicable to the
employee’snew position.
m. Reporting Date: Enter date the employeereports for work at the new duty
station.
n. TransferAuthorization: Checkappropriatetransferauthorization.
o. Family Members: Document the names of the employee’s immediate family
(dependents)relocatingwith the employee,their relationshipto the employee,and
age. -

p. Postal Service will reimburseallowable expensesassociatedwith the following:
The approvingofficial checksthe benefitsallowedfor the transferee.
q. SignatureofAuthorizedOfficial: Signatureof authorizedofficial.
r. Title: Enter title of authorizedofficial.
s. Daze: The datethe authorizedofficial signs the form. Forwardthe 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
~ & Relocation Agreement
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Form 4871,Relocation - MiscellaneousExpenseAllowance Claim
This section shows you how to fill out Form 4871. The stepsare keyedto the
sections in Exhibits 291 and 292.4. You should type or print the following
information:

a. Nameof PayeeiFirst. M.1., Last;: Your name.
b. Social SecurityNo.: Your social security number.
c. SpecificTravel Order Number: This numberis available from your Form 178.
SpecificTravel Order - Relocation& RelocationAgreement.
d. Addressof Official Duty Station: The addressof your,new official duty station.

e. I claim standardallowanceof $ : The flat allowanceclaimed. See part 290
for amountsallowed. —

f. I am applying $ : Amount of the expenseallowance to be applied to an
outstandingadvance.

Items (g) through (I) apply to bargainingunit employeesonly.
g. Date: The datethe expensewas incurred.
h. Nature of Expense: The description of the expense.See part 292 for the types
of reimbursablecosts.
1. Amount: The amount of to be reimbursed.
j. Subtowl: The total of the itemizedcosts.
k. AmountApplied to OutstandingAdvance: Amount of the expenseallowanceto
be applied to an outstandingadvance.
I. Total: Amount reimbursedto the transferee.
m. Signatureof Payee: Sign the form here.The namehere must be the sameas
the nameshownat the top of the voucher.
n. Date: The dateyou submit your voucherfor payment.
o. AuthorizedApprovingOfficial’s Signature: The approvingofficial will sign here.
p. Date: The datethe approvingofficial signsthe voucher.
q. Title ofPayee: Your official job title.
r. Title: The approvingofficial’s title.
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Relocation — MiscellaneousExpenseAllowance Claim
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Form 4877,Reimbursementof Real EstateExpenses- Changeof Official Station
This section shows you how to fill out the front of Form 4877. The steps are
keyed to the sections in Exhibit 631.1. You should type or print the following
information:

a. Nameof Payee iFirsi, M.1.. Last): Your name.
b. CheckApplicable Box...: If a previousclaim related to the saleor purchaseof
residenceunder the samespecific travel order number,check yes. If a previous
claim relatedto the sale/purchaseof your residencewas notsubmitted,checkno.
c. Official Duty Station Address: The addressof ydur new official duty station.
d. Old Official Station: The location of your previous’official duty station (city,
state,zip + 4).
e. Social SecurityNo.: Your social security number.
f. Specific Travel Order Number: This number is available from Form 178,
SpecificTravel Order . Relocation& RelocationAgreement.
g. Old Official Station: The dataapplicable to the residencein which you moved
from and are claiming expenses.
h. NewOfficial Station: The dataapplicableto the residencein which you moved
to andare claimingexpenses.
i. CompleteAddressof Residence: The addressof your previous/currentresidence
in which expensesare being claimed.
j. No. of Dwelling Units on Property: The numberof living units on the property
being sold/purchased.
k. Saleand/orPurchasePrice: The contractsale/purchasepriceof the residence.
1. Date of Closingor Settlement:Thedate the transactionoccurred.
m. Ami. of ExpenseClaimed: The total allowableexpensesclaimedresulting from
the sale/purchaseof your residence.
n. Adjustmentsto AmountClaimed: San Mateo PostalDataCenteruseonly.
o. Amount Applied to Outstanding Advance: The amount of the claim to be
applied to your outstandingadvance.
p. Net to Transferee: Theamount to be reimbursedto the employee.
q. Signatureof Employee: Sign the form here.The namehere mustbe the sameas
the nameshownat the top of the voucher.
r. Date: The dateyou submit your voucher for payment.
s. Title of Approving Official -(at former duty statIon;: The title of the approving
official at the former duty station authorizing the claim. Required for property
transactions(sale) at the former dutystation.
t. Date: The date the approving official at the former duty station signs the
voucher.
u. Title of Approving Official (at the new dusystation): The title of the approving
official at the new duty station authorizing the claim. Requiredfor property
transactions(purchase)at the new duty station.
v. Date: The date the approvingofficial signs the voucher.
w. Signatureof Approving Official (at former duty station): The approvingofficial
will sign here.
x. Signatureof Approving Official (at new dutystation): The approvingofficial will
sign here.
y. Funding Finance NumberApproving Official’s Signature and Date: The em-
ployee’s immediatePCES managerwill sign anddatehere.
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Reimbursement of Real Estate Expenses —

~ Change of Official Station
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Appendix D, Form 4877 (Front), Reimbursementof RealEstateExpenses-ChangeofOfficial Station
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Appendix 0 RelocatIon Policy

Form 4879,Certification Statement - Claim for Relocation Income Tax Allowance
This sectionshows you how to fill out Form 4879.The steps are keyed to the
sectionsin Form 4879.You shouldtype or print the following information:

a. 19 : The tax year in which relocationbenefitswere includedas incometo you.
b. Earned Income (Yours): Your grossincomereportedon Form W-2.
c. Earned Income (Spouse’s): Your spouse’sgross incomereportedon Form W-2.
d. Earned income (Total): You andyour spouse’scombinedgrossincome reported
on Form W-2.
e. Filing Status...: Check the samefiling statusyou usedon your Federal income
tax return.
f. Local Tax...: Enter the tax rates levied on your reported income by your city
and/or county.if applicable.
g. Basis of Tax: The ratein which your local tax is assessed.
h. Transferees Printed or TypedName (First, M.I.. Lasn: Your name.
i. Social SecurityNo.: Your social security number.
j. Transferee’sSignature: Sign the form here.
k. Date: The date you submit the certification to the San Mateo Postal Data
Center.
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Relocation Policy Appendix 0

Certification Statement — Claim for
Relocation Income Tax Allowance
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Appendix D Relocation Policy

Form 1011, Travel Advance Requestand Itinerary Schedule
This sectionshows you how to completeForm 1011. The stepsare keyedto the
sectionsin Exhibit 223. You shouldtype or print the following information:

a. Regular: To be checkedfor regular travel and travel for training.
b. Relocation (Type: : To be checkedfor advancesassociatedwith relocation.
Enter the type (phase)of relocationin which you are applying for an advanceof
funds.
c. Travel Order Number: Enter the travel order number from your Form 178,
SpecificTravel Order Relocation& RelocationAgreement.
d. Nameof Traveler: Your name.
e. Social SecurityNo.: Your social security number.
f. Travel DatesirFro,n): The datetravel starts.
g. Travel Dazes(To): The datetravel ends.
h. Finance Number: The finance number to which the travel expenseswill be
charged.
i. Official Duty Station Address: Your current official duty station.
j. Mode of Transportation: The type of transportationto be used.
k. Origin Date & Time: The location in which your travel starts,dateand time of
departure.
I. DestinationDate & Time: The location in which your travel ends,dateand time
of arrival.
in. EstimatedCost: The estimatedcost of the expensecategory.
a. EstablishmentNameand Address: Where you stay while on travel.
o. TelephoneNumber: The phonenumberwhereyou are stayingwhile on travel.
p. List other legs of your trip and any other lodging: List other transportationand
lodging establishments,if necessary.
q. Car Rental: The car rental companyused,the ratecharged,and the numberof
daysof service.
r. MiscellaneousOther Expenses: Documentotherknown reimbursableexpenses.
s. Per diem: Calculatethe estimatedhigh/averageperdiem for travel.
t. Subtotal: The total estimatedcost for the travel period.
u. Deduct Amount Charged to PersonalCredit Cards(s): Deductexpensesto be
chargedby credit card,GTS, or anotherparty.
v. Net Advance Requested: The amount of advancerequested(subtotal minus
deductions).
w. Signatureof Traveler: Sign the form here.
x. Daze: The dateyou submit the form for approval.
y. Signature and Title of Approving Official: The approving official will sign and
include title here.
z. Daze: The date the approvingofficial signsthe form.
aa. Amount Received(Signature & Daze): To be signed and datedwhen cash is
received.
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Travel Advance Request
~ and Itinerary Schedule
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Appendix 0 Relocation Policy

Form 8059,Request for Relocation ManagementFirm (RMF) Service
This section shows you how to completeForm 8059. The stepsare keyed to the
sectionsin Exhibit 412.2.You shouldtype or print the following information:

a. Nameof Transferee: The employee’sname.
b. Office CommercialNumber: The commercialtelephonenumberat which the

employee canbe contacted.
c. SocialSecurityNumber: Theemployee’ssocial security number.
d. Office PEN Number: The PEN telephonenumberat which the employeecan
be contacted. -

e. New B/A: The budgetaccountof the employee’snew-dutystation.
f. NewFinance Number: The finance numberof the employee’snew dutystation.
g. HomeNumber: The telephonenumberat which the employeecan be reached
while off duty. -

h. Addressof Otd Residence:The employee’sresidenceat the old duty station.
i. Addressof NewResidence: The employee’sresidenceat the new duty station.
j. Addressof New Duty Station: The issuingoffice’s address.
k. NewOffice Number: Thetelephonenumberof the issuing office.

1. Employee~sReportingDate: The date the employeereportsfor duty.
nz. Check the AppropriateBoxes)..,: Check the type of service to be providedto
the employee(householdgoods and home purchase)and the employeecategory
(EAS or PCES).
n. Signatureof Approving Official: The approvingofficial will sign here.
o. TypedNameand Title of Approving Official: Approving official’s nameand
title.
p. Office Name: The issuing office’s name,
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Request for Relocation Management Firm (RMF) Service
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Appendix D, Form 8059, Requestfor RelocationManagementFirm (RMF) Service
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