PCS INFORMATION GUIDE

Fort Monroe Employees

THE PURPOSE OF THIS GUIDE IS TO PROVIDE BASIC INFORMATION AND GUIDANCE ON PERMANENT CHANGE OF STATION (PCS) TRAVEL PROCESSES APPLICABLE TO FORT MONROE.  IT SETS FORTH GENERIC ENTITLEMENTS GENERALLY APPLICABLE TO ALL DOD CIVILIAN EMPLOYEES RELOCATING FOR THE GOOD OF THE GOVERNMENT.   

Key References, Information Links & Telephone Numbers

· Joint Travel Regulation, Volume 2 [governs civilian travel in DOD] 

· AR 690-300, Chapter 301, Overseas Employment    

· PCS-Getting Started 

· DoD Electronic Forms 

· US State Department Services Consular Affairs 

[Information and instructions pertaining to work, life and travel abroad ] 

· US Department of State Foreign Allowances 

[Government-wide allowances and benefits program policies, regulations, standards and procedures for civilians in foreign areas] 

· PCS Entitlements – Expert System 
This is an Air Force Expert System developed to help employees learn about travel entitlements.  Non-Air Force users should exercise care in using the information provided.  The calculations produced may not be consistent in areas where the component has the authority to determine coverage.

· Fort Monroe CPAC – PCS Counseling 
   
                              DSN 680-2640/Commercial (757) 788-2640

· Fort Monroe Customer Service Representative               
               DSN 680-4262/Commercial (757) 788-4262

· Fort Monroe Military Personnel Office [Passports/Visas]           

 DSN 680-3175/Commercial (757) 788-3175

· Fort Monroe Transportation Office [HHG/Storage/Port Calls]       

 DSN 680-2143/Commercial (757) 788-2143

· Fort Monroe SJA [Power of Attorney]                                           
 DSN 680-3616/Commercial (757) 788-3616

· Fort Monroe Health Clinic [Physical Examinations]                        
 DSN 680-2644/Commercial (757) 314-8031

· DFAS Travel Branch                                                                       
 DSN 565-8879/ Commercial (757) 445-8879

PCS ASSISTANCE  - Fort Monroe Employees [Incoming/Outgoing]

PCS entitlement/eligibility determinations and counseling for employees selected for Army positions within CONUS is handled by the Civilian Personnel Advisory Center at the gaining activity.  The official Travel Order is prepared by the gaining organization.  Establishing a PCS point of contact in the CPAC at the installation you will be reporting to is recommended. 

If you are moving to a position in another service or Federal agency outside Army, contact the servicing Civilian Personnel or Human Relations Office at the installation or base you will be reporting to determine how they handle PCS processing.  
CONUS RELOCATION - If you have been selected for a position and will be moving within the Continental United States [CONUS] it will be necessary for you to make many of the arrangements to complete your travel plans. You are encouraged to review the reference materials that prescribe the rules, regulations and processes associated with relocation.  It will be beneficial for you to establish and maintain detailed records of all the business transactions conducted and monies spent in connection with the move.

OCONUS RELOCATION - If you have been selected for a position in an overseas location [OCONUS], you will be making many of the necessary arrangements to complete your travel plans.  Overseas relocations require sufficient lead time to secure the Travel Order; apply for and receive passports, visas; arrange for the shipment of household goods, and POV; request, have approved and secure an advance in pay, if needed; and establish a port call date.  You can plan on at least 45 – 60 days from the date of official acceptance of the position to the report date.  You are encouraged to review the reference materials that pertain to overseas relocations.  It will be beneficial to you to establish and maintain detailed records of all the business transactions conducted, offices and parties dealt with and monies spent in connection with the move.

The Fort Monroe CPAC will provide basic assistance on the relocation and PCS entitlements based on specific instructions provided from the overseas activity.  The gaining overseas activity will prepare your official Travel Order.  

RELOCATION TO FORT MONROE – If you have been selected for a position at Fort Monroe, the Fort Monroe CPAC will contact you to begin PCS processing.  Entitlement and eligibility determinations as well as guidance on travel plan preparations will be provided to you by the CPAC.  Travel orders will be prepared and approved by your new organization.

BASIC PCS PROCESSING STEPS and GENERAL INFORMATION

· Employee’s acceptance of overseas job offer verified upon official notification of selection -  Fort Monroe CPAC.

· Overseas PCS counseling date established – Fort Monroe CPAC
·  Physical Examination with the Fort Monroe Health Clinic scheduled as required by overseas activity -  Fort Monroe CPAC   [SF 78 and job description provided to Clinic in advance of examination.]

· Application for passport (and visas as applicable) - Employee  

Contact the Fort Monroe MILPO (X3175).  MILPO provides guidance and instructions on the application process. Expect approximately 30-35 days after the paperwork is submitted to the State Department for the no-fee passport to arrive back at Fort Monroe.  Employees need either an original birth certificate or current personal passport to accompany application.  The document is returned with the official passport. 
· Transportation Agreement [DD Form 1617/1618] for OCONUS and incoming CONUS relocations signed by employee  -  Fort Monroe CPAC.  

· Travel Order Request Worksheets provided to employees relocating to Fort Monroe by the Fort Monroe CPAC.  Worksheet used as a basis for entitlement determinations.  

· PCS entitlements for relocations to Fort Monroe determined  by Fort Monroe CPAC. 

· PCS Entitlements calculated by DCSRM / DRM appropriately

· Travel Orders for employees relocating to Fort Monroe prepared by gaining organization.

· Advance of pay for overseas relocations processed  by the Customer Service Representative, X4262, located in the Fort Monroe CPAC. [Employees selected for overseas assignments typically are allowed to draw from their paychecks in advance to cover relocation expenses.  The amount of withdrawal is evenly distributed over an established number of pay periods [payable within 26 pay periods] and subtracted from the employee’s future bi-weekly paychecks.] 

· Post Judge Advocate General’s Office [X3616] provides assistance in arranging for a Power of Attorney for overseas relocations.

· Fort Monroe Transportation Office, Building 57 [X2143] makes arrangements for the movement of household goods and provides counseling on the specifics of a move.  Employee is required to call to establish an appointment date and provide official Travel Order to commence the process.    

Employee contacts Transportation Office at losing activity to arrange for shipment of HHG for relocations to Fort Monroe. 

Employee conveys specific travel arrangements made during the appointment with Transportation Office to CPAC.  CPAC provides information to overseas activity. [OVERSEAS]   

The Transportation Agreement

Selectees for OCONUS/CONUS assignments are required to enter into an agreement by signing DD Form 1617 (Transportation Agreement – Oversea Employee) or DD Form 1618 (Transfer of Civilian Employees to and within Continental United States.  This initial agreement for transportation entitlement is an understanding between DA and the employee wherein the employee agrees to complete the prescribed tour of duty overseas and DA agrees to furnish return transportation.  Completion of the period of service specified in the agreement establishes transportation eligibility.  

If an employee leaves US Government service before completing the required period of oversea service and the oversea command does not agree to early termination, the employee must either reimburse the government for costs incurred during the oversea move or pay their own way home including family, household goods, and vehicle) or both.

The Travel Order

The travel order [DD Form 1614] is the key to an authorized move.  The travel order establishes the conditions, in writing, under which official travel and transportation is authorized at Government expense. Travel orders must be issued before actual travel and before many travel arrangements can commence [passports, visas, household goods shipment, etc.].

The travel order includes your name, title, grade; reason for the move; date of travel (port call for oversea moves) and reporting date; travel points (origin and destination); kind of transportation authorized (including limitations); dependents authorized to travel; household goods and personal effects net weight allowance; baggage allowance; per diem allowance (including reimbursement limitations); mileage allowance for travel by privately owned conveyance (including reimbursement limitations).

PCS Entitlements

There are six basic categories of PCS entitlements that may be authorized depending on the nature and circumstances of your relocation, as prescribed by JTR, Vol. 2.  

PCS – Dependents

When travel and transportation expenses for dependents are authorized in connection with a PCS move, the definition of dependent is:

a. Spouse [legally married to employee at time of move].

b. Children of the employee or employee’s spouse, who are unmarried, and under 21, regardless of age, physically or mentally unable to provide self-support.  “Children”: are defined as natural offspring, stepchildren, adopted children or other children under legal guardianship of the employee or spouse.

c. Dependent parents of the employee or employee’s spouse.

d. Dependent brothers and sisters of the employee or employee’s spouse.

If the agency questions employee claims about dependency, documentation to establish the dependency will be requested.  This can include change of beneficiary forms, court papers, income tax returns or other documents that provide the basis for proof of dependency.

The government does not reimburse for any costs associated with the movements of family pets.

1.  House Hunting Trip – To obtain housing at your new duty station before you begin working.  Purpose of the HHT is to minimize or significantly reduce period of TQSE. 

Note:  This is discretionary based on a local determination.   If authorized and approved, TQSE period is reduced accordingly.  Maximum period for house hunting trip is 10 days.

2. Travel Expenses - To move you from your old duty station to your new duty station. Entitlements depend on the distance between the old and new duty stations; and whether you are moving within or outside CONUS.  Travel may be accomplished by common carrier or privately owned vehicle  (POV).  Shipment of POV at government expense is limited to PCS moves outside of CONUS.  Reimbursement for POV travel is for the mileage between old and new duty locations as determined by odometer readings and in conjunction with the Official Table of Distances published in Army Regulation 55-60.  The rates below apply:

$.15 per mile when employee only, or one family member only, is traveling in the vehicle.

$.17 per mile for employee and one family member in vehicle.

$.19 per mile for employee and two family members.

$.20 per mile for employee and three or more family members.

Unless employees have received proper authorization to use more than one vehicle, reimbursement is limited to one automobile at the above rates.  

While on travel, employees receive $80 per day for self, $60 per day for each family member over 12 and $40 per day for each family member under 12.  The entitlement is to cover the cost of food and lodging expenses and is based on the expectation that employees drive at least 350 miles each day.  To compute the maximum time authorized enroute, divide the official travel distance, which can be obtained from AR 55-60, by 350.  

When employees take less time than the maximum allowed, they will be reimbursed for the actual time taken.  If they take longer than the authorized time, the excess time is charged to leave.

If the employees choose to take leave in conjunction with the trip, it should be requested from the gaining supervisor.  If the leave is approved, reimbursement is limited to the time associated with POV travel and expenses covered by the official distances and travel times noted.

3. Temporary Quarters and Subsistence Allowance [TQSE] – This is discretionary.  An 

actual expense reimbursement intended for employees and family members for subsistence expenses while occupying temporary quarters during a PCS move.  TQSE starts when the employee or any dependent occupies quarters for which a claim for reimbursement is made.  Ordering issuing officials may authorize TQSE for a period of up to 60 consecutive days.  TQSE extension may be authorized if there are compelling reasons for the extension.  Reimbursement for authorized TQSE beyond the initial 60 days is at the reduced rate.  TQSE may not exceed 120 days under any circumstances.  Maximum per-diem rate for the first 30 days is $80 for employee, $60 for dependants 12 years old and over, and $40 for dependants under 12 years old.  After 30 days rates decline to $60 for employee, $40 for dependants 12 years of age and over, and $32 for dependants under 12 years old.
Employees transferred to a foreign area have entitlements to temporary lodging under a different set of governing regulations.

4. Miscellaneous Expenses – Allowance designed to defray relocation costs that are not always easily categorized.  Examples could include deposits that are not eventually refunded, automobile registration and related costs, appliance connection and conversion costs.  Employees may be granted a payment, without receipts, for:  (a) $350 or the equivalent of one week’s basic pay, whichever is less, provided there are no dependents; or (b) $700 for the equivalent of two week’s basic pay, whichever is less whenever there are authorized dependents.  Miscellaneous expenses in excess of these amounts can be paid if there are receipts for ALL the expenditures.  The maximum paid with receipts is the employee’s basic salary for one week when there are no dependents and the basic salary for two weeks when there are.

5. Shipping and Storage of Household Goods – The government will pay to move up to 18,000 pounds of household goods.  The Transportation Office is responsible for arranging for the movement of household goods and will be the organization that provides counseling on the specifics of the move.  They will arrange for movement of the goods under a government bill of lading (GBL).  If the employee decides to move by an alternative method, reimbursement is limited to actual expenses not to exceed the cost of a GBL move from the old duty station to the new duty location.  This includes shipping from or to more than one location.

Employees are authorized up to 90 days of temporary storage of household goods in conjunction with the move.  If circumstances dictate, the employee can request in writing an additional period not to exceed 90 days subject to the approval by the commanding officer of the activity involved.

6. Real Estate Expense - To cover costs of selling, buying, or leasing your permanent quarters; not the expenses of the real estate, but the expenses of changing them.

· Sale of Real Estate        – 10% of purchase price 

· Purchase of Real Estate -   5% of purchase price 

· Unexpired Lease Expense

· Relocation Services in lieu of Real Estate Expenses  -  CONUS PCS ONLY 

ONLY IF SPECIFICALLY ELIGIBLE & APPROVED BY THE COMMAND IN ADVANCE

The National Relocation Program provides a number of services available at no cost to employees or DoD.  To obtain more information about the DoD National Relocation Program before you accept a transfer or at anytime during your relocation call 1-800-523-3267 between 0800 – 1700 hours.

ABSENCE FROM DUTY

Contact your supervisor before leaving your job to make arrangements for your relocation.  You may be excused without charge to leave for part of the time you spend getting ready for permanent duty travel.  Agency policy governs.  

Fort Monroe and HQ TRADOC encourages supervisors to excuse employees from duty, without charge to leave to conduct official business in connection with the relocation [PCS counseling, meeting with transportation to arrange HHG shipment; applying for passports and/or visas; and taking physical examinations, etc]. providing employees request the needed time in advance.

REIMBURSEMENT – FORMS, RECORDS AND RECEIPTS

Department of Defense and standard forms prescribed for use in claiming reimbursement for travel and transportation expenses to which you are entitled are:

Travel Voucher [DD Form 1351]

Travel Voucher or Subvoucher [DD Form 1351-2]

Travel Voucher or Subvoucher (continuation sheet) [DD Form 1351-2c]

While you are traveling keep detailed records of dates, times, and places of departure and arrival and your out-of-pocket expenses. Your daily travel record should include:  

· place of departure, date and local time; place of arrival, date and local time, and reason for the stop; 

· mode of travel used  [air, auto, rail, ship; bus]  transportation used [transportation request, government transportation, commercial at own expense, privately owned conveyance] 

· daily mileage when driving own vehicle

· government quarters used and the cost [KEEP RECEIPTS]

· lodging [other than government quarters] [KEEP RECEIPTS]
· meals [breakfast, lunch, dinner] [KEEP RECEIPTS]
· laundry, pressing, cleaning [KEEP RECEIPTS]
· receipts for any excess baggage

· note of any toll charges paid; notes of taxi and limo fares. 

CPAC PCS ADVISORY SERVICE

To better serve you during your relocation we ask that you contact the Fort Monroe CPAC as soon as you are aware of your selection for a position that results in either an overseas relocation or relocation to Fort Monroe [DSN 680-2640 or commercial (757) 788-2640].  Austere resources in the CPAC make it necessary to establish PCS counseling sessions on an appointment basis.  Our goal and objective is to provide you with personalized support and assistance that results in well coordinated travel plans.  We regret we are not able to serve you on a walk-in basis.

THE FORT MONROE CIVILIAN PERSONNEL ADVISORY CENTER 

FORT MONROE, VIRGINIA 23651-5000

http://www-tradoc.army.mil/cpac
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