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RELOCATION

ALLOWANCES-NEW

EMPLOYEES
Welcome to the Western Area Power Administration (Western).  As a new employee being transferred to Western, you may be entitled to reimbursement for certain approved moving expenses.  The rates, rules, and regulations that are in effect on the date you report to your duty station shall be used for reimbursement purposes.  As with all Government travel, you are expected to be prudent and reasonable in incurring expenses.  Please keep accurate records to assist your Travel Customer Service TCSR (TCSR) (and the Internal Revenue Service, if audited) regarding your individual situation.  You should not incur any expenses until you have received a travel authorization from your TCSR.
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This material is effective upon receipt and will be updated as dictated by changes to the Federal Travel Regulations (FTR).  The definitive documents on this subject are 41 Code of Federal Regulations (CFR) Chapter 302 (Relocation Allowances), U.S. Department of Energy Handbook of Travel Policies and Procedures, Civilian Personnel Law Manual (CPLM) Title IV, U.S. Comptroller General Decisions, and the General Services Administration Board of Contract Appeals (GSBCA).  The FTR, DOE Handbook, and portions of the 41 CFR 302 are available on the Western Corporate Services Office (CSO) homepage (www.cso.wapa.gov/travel/). Minor modifications will be made by addendum to this handbook with a new handbook only when there are major revisions to the travel laws.

Western is dedicated to providing the best possible service to our employees before, during, and after their Permanent Change of Station (PCS).  We will assist you in any way possible to help make your move a trouble-free experience.  Assistance is available from your TCSR.
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I.  What Are the Names of the TCSRs?
For the Colorado River Storage Management Center, Corporate Services Office, Desert Southwest Region, Rocky Mountain Region, and Sierra Nevada Region, and Upper Great Plains Region:  Betty Chase at 720-962-7463.

Fax Number:  720-962-7459.

The address is:  12155 West Alameda Parkway




PO Box 281213




Lakewood, CO  80228.
II.  Allowances for Enroute Travel to New Duty Station

The employee is entitled to an allowance for meals and lodging while enroute to the new duty location.  Currently the allowance is $39.00 for meals and incidental expenses (M&IE) and the actual amount for lodging (plus taxes) not to exceed $70.00 per day.  To qualify for enroute per diem allowances, travel time to the new official duty station must exceed 12 hours.  The first and last day of travel is 3/4 day of the M&IE allowance.  The family is not entitled to the M&IE and lodging allowance.

III.  Mileage Allowances
The employee/family is expected to travel not less than an average of 300 miles per day under normal driving conditions via a usually traveled route. The employee and/or the family are entitled to mileage at the rate of $.20 per mile in the use of each authorized privately-owned vehicle (POV).  The Internal Revenue Service actual expense method for mileage reimbursement is not allowed.
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Household Goods (HHG)

You are entitled to shipment of your household goods from your current residence to the first official station, not to exceed 18,000 pounds.  If your shipment exceeds 18,000 pounds, you will be billed for the pro-rata cost of that portion over 18,000 pounds.  You are also entitled to 90 days of temporary storage of those household goods.  You may request an additional 90 days of temporary storage, with justification, in a written request.  The TCSR will select a carrier.  Upon selection of the carrier, the TCSR will issue a Government Bill of Lading (GBL) for the shipment and storage of the household goods.  A detailed explanation of the transportation and temporary storage of household goods is on page 6.

V.  Transportation and Temporary Storage of Privately Owned Vehicle
You may ship one or more privately owned vehicles at Government expense from your residence to the new duty station if ALL the following conditions are met:

A.
Advantageous and in the best interest of the Government

1.
Determined by the supervisor and TCSR

2.
Employee needs to be at new duty station quickly

3.
Family cannot use POV for travel because of:

a.
Ill health

b.
Pregnancy

c.
Small children and spouse traveling alone

d.
Other acceptable reasons

B.
Cost effective

1.
Less to ship POV plus enroute flight and per diem versus enroute per diem and mileage

2.
Cost comparison must include all vehicles being shipped

C.
Only a passenger vehicle is eligible for shipment

D.
Both residence and new official station are in the Continental United States

A GBL will be prepared separate from the household goods GBL for the shipment of the vehicle.
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VI.  Income Tax Consequences of a Permanent Change of Station (PCS)

You will be furnished a payment packet at the time your voucher is paid.  This packet includes a copy of the travel voucher, Adjustment Notice, WAPA Form F2200.5, F2200.5a Moving Expenses-PCS, and a Payroll Moving Expense Information Worksheet.  These forms are for your use in completing your income tax.  There are no taxes calculated for the first $0.10 of the enroute mileage, enroute lodging, transportation of household goods, and the temporary storage.  The taxable item is enroute mileage reimbursement of more than $0.10.  The taxes are calculated for Federal, State and FICA/Medicare tax.  IF THERE ARE TAXES DUE, THE TAXES WILL BE DEDUCTED FROM THE TRAVEL VOUCHER OR YOU WILL BE REQUESTED TO SEND A CHECK IN THE AMOUNT OF THE TAXES.  The above forms are completed by the TCSR.

VII.  Forms Information
A.
What types of forms must I fill out?

1.
Employment Agreement, WAPA Form F3000.1a (two copies)

2.
Request for Specific Expense Allowances, WAPA Form F1500.14a

3.
ACH Payment Enrollment Form, WAPA Form F 2200.56

4.
Travel Voucher Form, WAPA F1500.3, when travel is completed

B.
Where do I send the forms?

The Employment Agreement, Request for Specific Expense Allowances, and a copy of the ACH Payment Enrollment Form need to be sent to the TCSR.  When travel is completed, the travel voucher is submitted for reimbursement to the TCSR.  Be sure you and your supervisor sign the travel voucher before submitting it for reimbursement.  The address is DOE-WAPA; Attn: (TCSR Name), A8210; PO Box 281213, Lakewood, CO  80228-8213.

C.
Other forms you will be sent for your records

1.
Travel Authorization, WAPA Form F1500.15

2.
ADP Accounting System Moving Expense-PCS, WAPA Forms F2200.5 and F2200.5a

3.
Moving Expense Information Worksheet (Payroll)

4.
Adjustment Notice

VIII.  Frequently Asked Questions

A.
I would like reimbursement by check rather than wire transfer directly to my account.  Must I complete the ACH Payment Enrollment Form?

Yes.   All payments made through the U.S. Treasury are required to be wire transfers.

B.
When I travel to my new duty station, do I travel on Government time?

No.  You must report to the new duty station on the first Monday after the date you begin on Western's roles.

C.
What types of receipts do I need to keep?

The motel, airfare, rental car, and any expense over $75.00.  The requirement (or lack thereof) to get, retain, and submit receipts confuses many employees.  While there are many instances when an employee is not required to submit receipts in order to get reimbursement, an employee is always well advised to get and keep receipts.  Receipts can be invaluable if an employee faces a tax audit by the IRS.  Receipts may also be useful to an employee for establishing relevant facts if time and attendance becomes an issue during travel.

D.
How long do I need to keep vouchers and all receipts?

You need to keep all vouchers and receipts for a minimum of 6 years and 3 months.

E.
How do I calculate the estimate of the weight of my household goods?

Each room equals approximately 1,500 pounds except the kitchen and bathrooms.  The kitchen and bathrooms combined equal 500 pounds.  If you have a single-car garage or storage shed, add 500 pounds each.  A double-car garage equals 1,500 pounds.

F.
Will the movers pack my household goods?

Yes, the Government will pay for packing the household goods.  If you have any questions about the way the packers or the driver are packing or loading your goods, please call the TCSR or the moving company’s representative  immediately for assistance.

G.
Am I entitled to paid time off to unload the household goods?

Consult with your new supervisor.  Generally you may have 1 to 2 days off.
H.
Where do I find the forms to fill out?

The forms you need are located in the back of this booklet.  For your assistance, completed samples are also included.

IX.  Transportation of Household Goods

A.
Western's policy is to authorize the actual expense/GBL method for shipment of HHGs.  This is based on a determination by the General Services Administration (GSA) that this method provides a significant savings over the commuted rate method by using the GSA cost comparison that was requested upon authorization of your move.  The statutory maximum weight limitation of household goods that may be transported or stored at Government expense is 18,000 pounds for all employees.  You will be liable for charges incurred because of additional weight.

B.
The household goods valuation (insurance) is full value protection.  The carrier will guarantee either replacement of articles lost or damaged while in the carrier's possession, reimbursement for full replacement cost, or satisfactory repairs.  There is NO additional charge for this insurance.

C.
If you own items of extraordinary value (i.e., antiques, heirlooms, collectibles), you are required to inventory the items, have appraisals done (at your own expense), and the carrier must weigh them separately before the movement of the goods.  Please contact your TCSR if you are unsure of the procedures described in this section.

If you have coin collections, photo books with irreplaceable pictures, jewelry, important tax papers, etc., it is suggested that you carry them with you to the new duty station.  It is also suggested that you bring the last 3 to 4 years of income tax filings if you are purchasing a new residence, because they may be required by the lender for proof of income.

D.
If you have problems with the moving company's personnel during the move, contact your TCSR immediately.  You may stop the packing while you are making the contact with your TCSR.  If you are unable to contact your TCSR, contact the moving company’s representative and discuss the problem.

E.
If you are in doubt about the weight of your shipment, (you may ask to see the weight tickets prior to unloading) request a reweigh PRIOR to the unloading of the household goods.

F.
The definition of unpacking your household is to remove the items from the cartons/containers and placing them on the nearest counter/table, etc.  It DOES NOT have the mover putting the items in the cupboards, etc.

G.
Household goods which may be shipped include personal property associated with your home at the time you were authorized to move.


Typical items include:

(
Household furnishings
(
Clothing

(
Appliances
(
Furniture

(
Books
(
Mopeds

(
Motorcycles
(
Golf carts

(
Household equipment
(
Snowmobiles

(
Other vehicles with two or three wheels
(
Boats which may be carried





by one person

H.
The following items are EXCLUDED from shipment/reimbursement:

(
Automobiles (see exception, page 3)
(
Property for use in a business

(
Farm vehicles
(
Boats which need a trailer for

(
Airplanes

transportation

(
Mobile homes (see exception, page 15)
(
Live animals

(
Camper trailer
(
Cordwood (firewood)

(
Property stored for a friend
(
Building materials


(belongs to someone other
(
Items for resale/disposal


than you or your immediate family)
(
Live plants



(
Any combustible items

NOTE:  The Government will ship HHGs from your old residence to your new residence.  If you require different or more than one origin or destination point, the total amount that may be paid or reimbursed shall not exceed the cost of transporting the property in one lot by the most economical route from the last official duty station (or place of residence) to the new official duty station.  Any charges incurred for additional stops, weight, insurance, etc., will be paid by the employee.

I. Should you elect to move your household goods on your own, you may be reimbursed for certain actual expenses incurred.  You cannot be reimbursed for more than it would have cost the Government if the shipment had been made via a GBL.

The following documentation is needed for reimbursement:

1.
Legible rental receipts for truck/trailer which adequately describe what is included in the payment.

2.
Weight tickets showing the empty and full weight.

3.
Insurance is reimbursable.

4.
Fuel cost receipts (gasoline, diesel, oil).

5.
Material, handling, or equipment rental receipts.

6.
Packaging material receipts.

7.
Receipts for toll charges.

8.
Receipts for labor (packing/unpacking) (cannot include immediate family members).  (Contact your TCSR).
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9.
Receipts for other reimbursable expenses.

X.  Guide to Preparation of Your Household Goods

A.
Sorting and Disposal

1.
Moving provides the best opportunity for disposing of things that you will never use and a great time to give to your favorite charity.  There are some items that cannot be packed and shipped.

	Paint
	Open food items
	Matches

	Ammunition
	Open liquids
	Turpentine

	Explosives
	Frozen foods
	Aerosol cans

	Hazardous chemicals
	Flammables
	Thinners

	Fire extinguishers
	Motor oil
	Fertilizer

	Pool chemicals
	Sterno
	Lamp oil

	Perishables
	Bleach
	Kerosene


2.
All butane/propane tanks for gas grills will no longer be accepted by most moving companies.  Those that do may require certification the pressure is zero and all gas has been removed.

3.
Drain/unhook gas and oil from lawn mowers and other machinery.

4.
Please be present on the load/unload day.  Before releasing the crew and signing the inventory papers, be sure that all goods have been inventoried and loaded/unloaded on/from the van.  Inspect all rooms, including drawers, closets, basement, garage, attic, and yard to make sure all items being moved are loaded on the van.  Do not release the packers/driver until the inspection is complete and a thorough walk-through has been performed by you and the packers/driver.

5.
When unloading, check that all items have been removed from inside and under the truck and request the driver to check for any small items that may have been stored in the cab.

6. When signing the inventory sheets, you are agreeing to the noted condition and the amount of items the van line has taken.  Before loading begins, you should review the inventory sheets and if you disagree with conditions of the furniture, etc., go over this with the driver.  If you cannot mutually agree to the condition, then note your exceptions on the inventory sheet before signing the copies.  See item E.2. on page 13 for an explanation of codes.  The condition of the furniture is the basis for reimbursement of claims filed by you.
B.
Your Signature

1.
You will be required to sign several documents during your move.  Read them before you sign.  In most cases, your signature is proof of services provided and could result in extra charges.

a.
Containers - You sign for boxes provided and used during your move.

b.
Packing - You sign for the labor to pack boxes provided.

c.
Unpacking - For boxes unpacked.

d.
Bulky Articles - These are extra charges for vehicles, riding mowers, piano, organ, Jacuzzis, etc.

e.
Long Carry - The first 100 feet from your residence to the van is no charge.  Each additional 50 feet will result in a long carry charge.  Please measure.

f.
Stair Carry - The first seven steps should not be charged.  For eight or more steps, there is a stair carry charge.  Please count.  A flight is considered between one floor and another floor.  There is no charge for stairs inside a single family home except for moving a piano from one floor to the main floor.

g.
Elevator - Charges will apply when an elevator is used.

C.
Items Charged to Employee

1.
Disconnect the waterlines, electricity, or gas on your washing machine, dryer, and icemaker.  

2.
Extra Pick-Up or Delivery – Should you require these services, it will result in extra charges.  Western cannot pay for additional charges in connection with the shipment other than as if shipped from the old to new residence.

3.
Overtime Loading and Unloading - Should you request delivery on weekends, holidays, or after 5 p.m. Monday through Friday, it could result in extra charges.  Western cannot pay for this charge.

4.
Special Appliance Servicing - There is an extra fee for servicing the following.  Western cannot pay for these charges.

	220 dryer line
	Gas/power for stove and dryer

	Ice maker
	Gas/electric exhaust system

	Hot tub/Jacuzzi
	Direct-wired washer/dryer

	Piano tuning
	Swing sets


5.
Ceiling Fan/Chandelier - Ceiling fans and/or chandeliers require special packaging or crates.  In order to pack these items, an authorized electrician should disconnect these prior to moving day.

6.
Grandfather Clocks - A professional clock maker should service and remove weights and pendulum.  Crating of the clock is suggested.  Most clocks need to be synchronized and leveled by a professional clock maker at destination.  

7.
Pool Table - Normally, disassembly and crating of the slate is required by a pool table specialist, as well as set up at destination.  

8.
Waterbeds - Because of special mattress designs (baffles, foam, etc.), a professional from a water bed store should be contacted to disassemble, fold, pack, and reassemble the mattress/waterbed.  At destination, a waterbed store representative may be contacted to reassemble the waterbed.

9.
Satellite Dish - If a technician needs to disassemble a satellite dish, there are extra charges for this service.

10.
The removal of cartons after the van leaves or after later unpacking has been done is not authorized at Government expense.

D.
Tips on Appliances and Special Items

1.
Refrigerator or Freezer:

· Thorough cleaning and drying is necessary and is especially important if they will be stored for any length of time.

· The slightest bit of moisture will result in mold and odors that may be impossible to remove.

· Vinegar OR baking soda are excellent cleaners when dissolved in warm water.

· Leave the refrigerator/freezer door open for 24 to 48 hours before transit.

· Place charcoal or fresh ground coffee in a stocking in both compartments to absorb moisture.

· Servicing of icemaker should be done by a technician.

2.
Washer:

· Faucets and hoses must be turned off and drained.  Appliance service is bracing the washer/dryer drum, not disconnecting from water and electricity.  The driver may brace the washer/dryer drum.

· It is very important that all water in the motor and hoses be removed, especially in colder climates.

3.
Microwave Oven:

· Remove and pack any/all glass trays.

4.
Home Computers:

· Consult with your computer's reference manual to protect your fixed disk (hard drive) or call your authorized computer dealer for specific information.

· Original packing boxes are the best to use.  If not, make sure all components are packed by the van line personnel.

· At destination, allow the system to reach room temperature before turning it on.  This usually requires 24 hours.

5.
Hot Tub:

· Drain entire system and remove/disconnect all plumbing.

6.
Pianos/Organs:

· All pianos are pad wrapped.  If required, legs will be removed and reassembled.

· The mover is not responsible for an out-of-tune piano.  This will most likely occur during the moving process.

7.
Satellite Dish:

· Larger dishes will need to be disassembled to fit in a van.

· The agency will need to authorize special handling.

· A technician may be needed to disassemble the dish.

8.
Stereo Equipment:

· Advance preparation is required for compact discs and stereo turntables.  Consult your owner’s manual or professional stereo technician.

· Original packing boxes are the safest way to ship, but mover's boxes work well.

· Disconnect all wires - mark wires when removing from components.

9.
Television:

· Normally, TVs do not require boxing for movement.

· Big screen TVs could need crating prior to moving.

10.
You must check off and inspect your goods at the time of delivery.  If an item is missing or damaged, you must note this on the inventory sheet.  If the driver states this process is not necessary or is not cooperating, call your TCSR immediately.  Failure to comply could result in a possible claim being denied.

11.
The van line will unpack any cartons you desire to have unpacked at the time of delivery.  Unpacking is not a put away service but a removal of items from the carton and disposal of debris.  Items are placed on counter tops, table tops, floors, and beds.  Hanging clothes will be hung in closet.

12.
Events which exclude items from coverage under the insurance:

Coverage against loss or damage does not apply when caused by or resulting from the following conditions:

· Dampness, atmospheric conditions, or extremes of temperature beyond the carrier's control.

· Inherent vice - Under this condition, the carrier will not accept liability for mechanical or electrical failure of an appliance unless there is evidence that the operational failure was caused by the negligence of the mover.

· Act of war.

E.
Understanding the Inventory

1.
Is the best protection against:

a.
Loss of items

b.
Claim inequities

c.
Partial delivery errors

2.
Definition of the inventory coding (household goods descriptive inventory -I.C.C. required)

a.
Descriptive symbols

	BW - Black and White TV 
	DBO - Disassembled By Owner

	C - Color TV
	PB - Professional Books

	CP - Carrier Packed
	PE - Professional Equipment

	PBO - Packed By Owner
	PP - Professional Papers

	CD - Carrier Disassembled
	MCU - Mechanical Condition Ukwn.


b.
Exception symbols

	BE - Bent
	MI - Mildewed 

	BR - Broken
	MO - Moth-eaten

	BU - Burned
	P - Peeling

	CH - Chipped
	R - Rubbed

	CU - Contents & Condition Unknown
	RU - Rusted

	D - Dented
	SC - Scratched

	F -  Faded
	SH - Short

	G - Gouged
	SO - Soiled

	L - Loose
	T - Torn

	M -  Marred
	W - Badly Worn

	Z - Cracked
	


c.
Location

	1.
	Arm
	10.
	Top

	2.
	Bottom
	11.
	Veneer

	3.
	Corner
	12.
	Edge

	4.
	Front
	13.
	Center

	5.
	Left
	14.
	Inside

	6.
	Leg
	15.
	Seat

	7.
	Rear
	16.
	Drawer

	8.
	Right
	17.
	Door

	9.
	Side
	18.
	Shelf


Example:

Upholstered Chair - Chair has been discolored by dirt and aging.  There are stains on the seat and arms.  The front bottom panel is loose at the seams.  One arm is slightly wobbly.  The back has a tear in the center.  The wooden legs have gouges and scratches.  One leg is loose.

The inventory would read as follows:

INV# *** OS CHAIR W/2 CUSHIONS
CUSHIONS SO, F, W; ONE CUSHION


STAIN 5, R, 10; 1'S SO, F, W; 5,1,4,2,T


AT SEAM; 7,13,T; 6'S G, SC; 5,7,6, L
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XI.  Extension of Temporary Storage of Household Goods
A.
Temporary storage may be extended past the initial 90-day period.  A written request, with justification, must be submitted prior to the expiration of this initial period. Approvals will be authorized only where the employee demonstrates the need for additional time.  Reasons for justifying  an extension are the following but are not limited to:

1.
An intervening temporary duty/long-term training assignment.

2.
Non-availability of suitable housing.

3.
Completion of residence under construction (restrictions apply).

4.
Serious illness of employee or illness/death of a dependent.

5.
Acts of God or other circumstances beyond your control.

6.  Similar reasons.

B.
Temporary storage may not, under any circumstances, exceed a statutory maximum of 180 days.

C.
The request for extension is addressed to the Fiscal Operations Supervisor, A8210, through the employee's supervisor and mailed to the TCSR.

XII.  Transportation of Mobile Home

A.
If you are entitled to transportation of household goods, you may elect transportation of your mobile home in place of transportation and storage of HHGs.  To be eligible for this allowance, you must certify, in writing, that the mobile home will be used as your residence at the destination.  The amount allowable for transportation of the mobile home shall not exceed the maximum amount which would be allowed for transportation and 90 days temporary storage of your HHGs.  Transportation costs of any structures or items that cannot be placed in the mobile home or which would require a second vehicle to move are not reimbursable.  Certain preparation costs that can be paid include, but are not limited to:

1.
The costs for blocking and unblocking.

2.
Anchoring and unanchoring.

3.
Labor for removing and installing skirting.

4.
Separating, preparing, and sealing each section for movement.

5.
Reassembling the two halves of a doublewide mobile home.

6.
Travel trailer lift fees.

B.
Preparation costs do not include the cost of connecting/disconnecting electrical or other utilities.

C.
A GBL will be issued to pay a carrier for movement of the mobile home.

BLANK

FORMS

Make copies of all forms for your files.

UNITED STATES

DEPARTMENT OF ENERGY

WESTERN AREA POWER ADMINISTRATION

EMPLOYMENT AGREEMENT

Date

In consideration for having my travel and transportation expenses to my first post of duty, ________________________, paid by the Government, I hereby agree to remain in the employment of the Federal Government for a period of not less than 12 months from the date of reporting for duty.  This is with the understanding that the cost of travel and transportation, including that of my immediate family, household goods, and personal effects from ________________________ to __________________________ will be paid by the Government.

In the event that I fail to complete the above agreement, any money expended by the Government on account of such travel and transportation shall be recoverable from me as a debt due the United States.

I further understand that if I am separated from the service for reasons beyond my control and acceptable to the Western Area Power Administration prior to the completion of the 12-month period of service, the cost of travel and transportation as agreed to above will be at Government expense and not recoverable from me.

I also acknowledge receipt of Relocation Handbook for New Employees which advises me of my maximum entitlements.

(Signature of Employee)

(Street Address)

(City, State, and Zip Code)

GPO 849-307


UNITED STATES

DEPARTMENT OF ENERGY

WESTERN AREA POWER ADMINISTRATION

EMPLOYMENT AGREEMENT


Date

In consideration for having my travel and transportation expenses to my first post of duty, ________________________, paid by the Government, I hereby agree to remain in the employment of the Federal Government for a period of not less than 12 months from the date of reporting for duty.  This is with the understanding that the cost of travel and transportation, including that of my immediate family, household goods, and personal effects from ________________________ to __________________________ will be paid by the Government.

In the event that I fail to complete the above agreement, any money expended by the Government on account of such travel and transportation shall be recoverable from me as a debt due the United States.

I further understand that if I am separated from the service for reasons beyond my control and acceptable to the Western Area Power Administration prior to the completion of the 12-month period of service, the cost of travel and transportation as agreed to above will be at Government expense and not recoverable from me.

I also acknowledge receipt of Relocation Handbook for New Employees which advises me of my maximum entitlements.

(Signature of Employee)

(Street Address)

(City, State, and Zip Code)

GPO 849-307


UNITED STATES

DEPARTMENT OF ENERGY

WESTERN AREA POWER ADMINISTRATION

EMPLOYMENT AGREEMENT


Date

In consideration for having my travel and transportation expenses to my first post of duty, ________________________, paid by the Government, I hereby agree to remain in the employment of the Federal Government for a period of not less than 12 months from the date of reporting for duty.  This is with the understanding that the cost of travel and transportation, including that of my immediate family, household goods, and personal effects from ________________________ to __________________________ will be paid by the Government.

In the event that I fail to complete the above agreement, any money expended by the Government on account of such travel and transportation shall be recoverable from me as a debt due the United States.

I further understand that if I am separated from the service for reasons beyond my control and acceptable to the Western Area Power Administration prior to the completion of the 12-month period of service, the cost of travel and transportation as agreed to above will be at Government expense and not recoverable from me.

I also acknowledge receipt of Relocation Handbook for New Employees which advises me of my maximum entitlements.

(Signature of Employee)

(Street Address)

(City, State, and Zip Code)

GPO 849-307


	WAPA F1500.14a

(12-99)
	NEW HIRE

REQUEST FOR SPECIFIC EXPENSE ALLOWANCES
	

	Each item below is subject to approval of gaining office.  All information provided is confidential.

	I understand that I will be liable for expenses incurred if I decline transfer after making a trip to the new station, or after my spouse has made such a trip.

	1.
	EMPLOYEE’S NAME
	2.
	OLD OFFICIAL STATION
	3.
	NEW OFFICIAL STATION
	4.
	EFFECTIVE DATE

	
	     
	
	     
	
	     
	
	     

	5.
	SOCIAL SECURITY NUMBER
	6.
	MARITAL STATUS
	7.
	SPOUSE’S NAME
	8.
	OFFICE NUMBER

	
	     
	 FORMCHECKBOX 

	MARRIED
	 FORMCHECKBOX 

	SINGLE
	
	     
	
	     

	9.
	HOME TELEPHONE NUMBER
	10.
	NEW SUPERVISOR’S NAME
	
	

	
	     
	
	     
	
	

	11.
	CHILDREN

	NAME
	AGE
	BIRTH DATE
	NAME
	AGE
	BIRTH DATE

	     
	  
	     
	     
	  
	     

	     
	  
	     
	     
	  
	     

	     
	  
	     
	     
	  
	     

	     
	  
	     
	     
	  
	     

	OTHER DEPENDANTS

	NAME
	RELATIONSHIP
	NAME
	RELATIONSHIP

	     
	     
	     
	     

	     
	     
	     
	     

	12.
	EMPLOYEE TRAVEL
	DEPENDANTS TRAVEL

	
	PERIOD OF TRAVEL
	 FORMCHECKBOX 

	TRAVEL WITH EMPLOYEE
	 FORMCHECKBOX 

	TRAVEL SEPARATE
	MODE OF SEPARATE TRAVEL

	
	     
	
	
	
	
	     

	
	MODE OF TRAVEL
	REASON FOR SEPARATE TRAVEL

	
	     
	     

	
	IF PRIVATE VEHICLES ESTIMATED NO. MILES
	

	
	     
	

	13.
	TRANSPORTATION OF HOUSEHOLD GOODS AND PERSONAL EFFECTS

NTE 18,000 Lbs.
	EST. WEIGHT
	TO COMPUTE ESTIMATED WEIGHT, USE THE FORMULA OF 1,500 LBS. FOR EACH ROOM, EXCLUDING THE KITCHEN (ADD 250) AND BATHROOMS (ADD 250).  ADD 500 LBS. FOR A SINGLE CAR GARAGE; 1500 LBS. FOR A DOUBLE CAR GARAGE; 500 LBS. SMALL - 1500 LBS. LARGE (FOR OUT BUILDINGS.)

	
	
	     
	

	
	 FORMCHECKBOX 

	YES
	 FORMCHECKBOX 

	NO
	
	

	
	INDICATE NUMBER OF ROOMS
	

	
	   
	BEDROOMS
	   
	KITCHEN
	   
	PATIO
	

	
	   
	LIVING ROOM
	   
	BATHROOMS
	   
	DINING ROOM
	

	
	   
	FAMILY ROOM
	   
	BASEMENT 
	   
	GARAGE
	

	
	
	
	
	
	   
	OUT BUILDINGS 
	

	
	
	
	
	
	
	
	

	14.
	IF DATES FOR SHIPPING THE HOUSEHOLD GOODS ARE KNOWN, LIST DATES BELOW

	
	PACKING DATE(S):
	     
	
	LOADING DATE:
	     

	
	ALTERNATE DATE(S):
	     
	
	LOADING DATE:
	     

	
	
	

	15.
	OLD ADDRESS AND PHONE NUMBER
	16.
	NEW ADDRESS AND PHONE NUMBER

	
	     
	
	
	     

	
	     
	
	
	     

	
	     
	
	
	     

	
	
	

	17.
	SPECIAL ATTENTION ITEMS, I.E., COLLECTIONS, GRANDFATHER CLOCK, ETC.

	
	     

	
	     

	
	
	

	18.
	HOUSE TRAILER FOR USE AS A RESIDENCE
	19.
	EMPLOYEE SIGNATURE
	DATE

	
	 FORMCHECKBOX 

	YES
	 FORMCHECKBOX 

	NO
	
	     

	BY:
	 FORMCHECKBOX 

	COMMERCIAL CARRIER
	 FORMCHECKBOX 

	PRIVATE OWNED VEHICLE
	
	


	WAPA F 2200.56 #

(1-00)


	U.S. DEPARTMENT OF ENERGY

WESTERN AREA POWER ADMINISTRATION

ACH PAYMENT ENROLLMENT FORM
	

	This form is used for Automated Clearing House (ACH) payments with an addendum record that contains payment-related information processed through the Vendor Express Program.  Recipients of these payments should bring this information to the attention of their financial institution when presenting this form for completion.

	PRIVACY ACT STATEMENT

	The following information is provided to comply with the Privacy Act of 1974 (P.L. 93-579).  All information collected on this form is required under the provision of 31 U.S.C. 3322 and 31 CFR 210.  This information will be used by the Treasury Department to transmit payment data by electronic means to vendor’s financial institution.  Failure to provide the requested information may delay or prevent the receipt of payments through the Automated Clearing House Payment System.

	

	AGENCY INFORMATION

	FEDERAL PROGRAM AGENCY:

Western Area Power Administration

	AGENCY IDENTIFIER:

WAPA
	AGENCY LOCATION CODE: (ALC)

89001602
	ACH FORMAT:

CCD+

	ADDRESS:

P. O. Box 281213

	Lakewood, CO 80228-8213

	CONTACT:
	TELEPHONE NUMBER:

	Fiscal Accounting, A8210
	(720) 962-7521

	VENDOR NO.:
	ADDITIONAL INFORMATION:
	FACSIMILE NUMBER: 

	     
	     
	(720) 962-7459

	

	PAYEE/COMPANY INFORMATION

	NAME:
	FED TAXPAYER ID OR SSN NO.: (9 DIGITS)

	     
	     

	ADDRESS:

	     

	     

	CONTACT PERSON: (NAME, TITLE, AND SIGNATURE)
	TELEPHONE NUMBER:

	     
	(   )      

	

	FINANCIAL INSTITUTION INFORMATION

	NAME:

	     

	ADDRESS: 

	     

	     

	ACH COORDINATOR NAME:
	TELEPHONE NUMBER:

	     
	(   )      

	NINE-DIGIT ROUTING TRANSIT NUMBER: (ABA)
	
	 
	
	 
	
	 
	
	  
	
	 
	
	 
	
	 
	
	 
	
	 
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	DEPOSITOR ACCOUNT TITLE:

	     

	DEPOSITOR ACCOUNT NUMBER:

	     

	TYPE OF ACCOUNT:

	
	 FORMCHECKBOX 

	CHECKING
	 FORMCHECKBOX 

	SAVINGS

	SIGNATURE AND TITLE OF AUTHORIZED OFFICIAL:

(Could be the same as ACH Coordinator)
	TELEPHONE NUMBER:

	
	(   )      

	 FORMCHECKBOX 
  AGENCY COPY
	 FORMCHECKBOX 
  PAYEE COMPANY COPY
	 FORMCHECKBOX 
  FINANCIAL INSTITUTION COPY

	Instructions for Completing WAPA 2200.56



	
	1.
	Agency Information Section -- Federal agency prints or types the name and address of the Federal program agency originating the vendor/miscellaneous payment, agency identifier, agency location code, contact person name and telephone number of the agency.



	
	2.
	Payee/Company Information Section -- Payee prints or types the name of the payee/company and address that will receive ACH vendor/miscellaneous payments, social security or taxpayer ID number, and contact person name and telephone number of the payee/company.  Payee also verifies depositor account number, account title, and type of account entered by your financial institution in the Financial Institution Information Section.



	
	3.
	Financial Institution Information Section -- Financial institution prints or types the name and address of the payee/company's financial institution who will receive the ACH payment, ACH coordinator name and telephone number, nine-digit routing transit number, depositor (payee/company) account title, and account number.  Also, the box for type of account is checked, and the signature, title, and telephone number of the appropriate financial institution official are included.




	CLAIM SUMMARY
Payment Requested by:

	 FORMCHECKBOX 
   Cash           FORMCHECKBOX 
   Check         FORMCHECKBOX 
   ACH

	A. Allowable             Per Diem:
	     

	B. Total  Miscellaneous:
	     

	C. Total Expenses  This Report:
	     

	D. Advance to            be Applied:
	     

	E. Amount Due Traveler:
	     

	F. Amount Due Western:         (Attach Check)
	     

	
	



[image: image2]



U.S. DEPARTMENT OF ENERGY





 Western Area Power Administration




tRAVEL vOUCHER

	1. Document No.:

     
	2. Duty Station:


	3. Traveler’s Name:

	

	4. Purpose of Travel:


	5. Leave Taken:
Date:  mm/dd/yy

Hours:

0 Type (a/l, s/l); none

Date:       

Hours:       
   Type:        

Date:       

Hours:       
   Type:       


	6. 




TRANSPORTATION REQUESTS ISSUED

	Transportation

Request Number
	Ticket

Amount
	Issued

To
	Class
	Date

Issued
	Points of Travel

	
	
	
	
	
	From:
	To:

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	Transportation Refund Due:        
	GTR No.:     
	Ticket No.:     

	7. 





TRAVEL ITINERARY

	Leave Taken:       
	Type:       
	From Date/Time:       
	To Date/Time:       

	Travel Dates 
Month/Day/Yr
	Time:

a.m./p.m.
	Places of Travel
	POV Miles
	Day 
Lodging Cost
	Meals & Incidental Exp.
	Total

Per Diem
	Allowable Per Diem

	  /  /    
	     
	LV:       
	     
	1.       
	     
	     
	     

	  /  /    
	     
	AR:       
	     
	2.       
	     
	     
	     

	  /  /    
	     
	LV:       
	     
	3.       
	     
	     
	     

	  /  /    
	     
	AR:       
	     
	4.       
	     
	     
	     

	  /  /    
	     
	LV:       
	     
	5.       
	     
	     
	     

	  /  /    
	     
	AR:       
	     
	6.       
	     
	     
	     

	  /  /    
	     
	LV:       
	     
	7.       
	     
	     
	     

	  /  /    
	     
	AR:       
	     
	8.       
	     
	     
	     

	POV Mileage Rate:



      TOTAL
	     
	TOTAL
	     
	     

	8.




 MISCELLANEOUS AND TELEPHONE EXPENSES

	DESCRIPTION
	AMOUNT
	DESCRIPTION
	AMOUNT
	TOTALS

	
	
	____________________
	     
	

	
	 
	____________________
	     
	

	____________________
	     
	____________________
	     
	

	____________________
	     
	____________________
	     
	     

	DATE:
	CALL PLACED FROM (LOCATION)
	CALL PLACED TO (LOCATION)
	AMOUNT

	     
	____________________
	____________________
	     
	

	     
	____________________
	____________________
	     
	

	     
	____________________
	____________________
	     
	     

	9.  FY
	WORK ORDER NUMBER
	TASK
	ORGANIZATION
	OBJECT
	AMOUNT

	__
	_______________
	     
	__________
	_____
	     

	__
	_______________
	     
	__________
	_____
	     

	__
	_______________
	     
	__________
	_____
	     

	10. Mailing Address for Check:
     
     
     
     

	11. Certification Differences:

	
	_______________
	     

	
	_______________
	     

	
	12. Verified Correct in Amount of:
	     

	
	13. Certified Correct: (Authorized Certifying Officer)
	14. Date:
     

	15. Travel Signature:
	16. Date:

     
	17. Approving Signature:
	18. Date:
     


Amended


May 2007





NOTICE





This Handbook is intended to be used as a resource guide to assist you in understanding the various options and allowable expenses that you may be entitled to during your relocation.  It does not cover each and every situation, but does provide an overview of the basic costs that may be allowable and the most significant events occurring frequently during government relocations.
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