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SECTION 215  TRAVEL FOR PERMANENT CHANGE OF STATION, RENEWAL

             TRAVEL AND SEPARATION TRANSPORTATION AGREEMENT

1.  Purpose.  To promulgate information concerning entitlements and authorization of travel and transportation allowances at government expense for civilian employees and their dependents moving to and from Hawaii under transportation agreements.

2.  Background
    a.  Travel and transportation allowances at government expense will be authorized in accordance with JTR Volume 2.

    b.  Travel Orders (DD Form 1614) and Transportation Agreements (DD Form 1617 or DD Form 1618) are required for First Duty Station, Permanent Change of Station (PCS) and Renewal Agreement prior to travel.

3.  Definitions
    a.  Dependents.  Any of the following members of the employee’s household at the time he/she reports for duty at his/her permanent duty station or performs authorized or approved renewal agreement or separation travel:  spouse; children (including stepchildren and adopted children) unmarried and under 21 years of age or regardless of age if physically or mentally incapable of supporting themselves; or dependent parents of the employee and of the employee’s spouse.  (Generally, a parent is a dependent if over one-half of his or her support is provided by the employee or spouse.)  Transportation entitlement applies even if the spouse is in the military service provided there is no duplication of travel and transportation coverage.

    b.  Renewal agreement travel.  Entitlement afforded/approved for an eligible employee who completes tours of duty prescribed in signed transportation agreements for travel with dependent(s), if any, to designate actual place of residence and who executes a subsequent transportation agreement to serve and additional tour of duty at the same or another overseas duty station.

    c.  Transportation agreement.  A written understanding between the Federal government and employee wherein the government agrees to furnish transportation and other related 

allowances to the designated place of actual residence and the employee agrees to remain in the government service for a specified period; place of actual residence will be confirmed by HRO CNR.  The completion of that specified period/tour of duty establishes transportation eligibility and does not in itself terminate the employee’s employment.  However, failure to complete at least 12 months of the agreement, unless for reasons acceptable to the government, will result in reimbursing the government for all expenses incurred for the travel.

    d.  Transportation entitlements.  Includes transportation, per diem, temporary quarters subsistence expense, foreign transfer allowance, miscellaneous expense allowance, real estate reimbursable expenses, shipment of household effects, non-temporary storage of household effects and shipment of privately owned vehicle, when authorized, as applicable to type and point of travel.  (Refer to JTR Vol. 2, C4400 to determine applicable entitlements.)

    e.  Travel orders.  DD Form 1614 which establishes conditions in writing under which official travel and transportation is authorized at government expense.  Issuance will usually be before the performance of travel.

4.  Eligibility Criteria.  An employee is required to sign and/or fulfill the requirements of the transportation agreement before any travel is performed.

    a.  An initial transportation agreement for assignment to Hawaii is 36 months.  Completion of this period of service establishes eligibility for return transportation of the employee, dependent(s), if any, and household effects.

    b.  A renewal transportation agreement provides eligibility for round trip transportation as follows:

        (1) Employees permanently assigned to Hawaii prior to 9 September 1982 who comply with prescribed transportation agreement requirements will continue eligibility for unlimited renewal agreement travel.

        (2) Employees who were recruited for shortage category positions prescribed by 5 U.S.C. 5723 and identified in Appendix A of the Federal Personnel Manual, Chapter 571.

        (3) Employees recruited for permanent duty in Hawaii as of 8 September 1982 will not be eligible for renewal agreement travel unless the activity travel-approving official determines that payment of travel and transportation expenses is necessary for recruitment or retaining employees.  (See paragraph 5a(1) for documentation requirements.)

Renewal agreement travel for all employees covered in paragraphs 4b(2) and (3) who reported for duty in Hawaii after 8 September 1982 will, under no circumstances, exceed two round trips.

5.  Responsibilities
    a.  Activities
        (1) For PCS, coordinate action including determination of travel/transportation entitlements with, and furnish appropriate funding data to, HRO CNR as soon as possible.  For employees covered by paragraph 4b(3), the activity travel-authorizing official will determine prior to PCS or within 30 days of entry on duty whether or not renewal travel is in the best interest of the government for recruiting or retaining employees.  For those determined to be in the best interest of the government, the travel authorizing official will submit request with justification for approval of renewal agreement travel via HRO CNB Pearl to Office of Civilian Personnel Management, Pacific Region for approval/disapproval.

        (2) For employees entitled to renewal agreement or separation travel, submit Exhibit 1 to HRO CNR at least 30 days in advance of desired travel date to process travel orders.

        (3) For separation travel, ensure that travel is performed as soon as possible after separation.  Commanding Officers may authorize a reasonable delay at the written request of the employee.  A reasonable delay is generally 90 days; under unusual extenuating circumstances, the Commanding Officer may authorize a delay of up to two years from date of separation.  If an employee does not request delay travel or refuses to accept transportation at the expiration of an approved delay period, transportation entitlements are waived.  Entitlement is also lost when the employee separates overseas to accept private overseas employment or for the purpose of remaining overseas; however, earned transportation entitlements are allowed for travel of dependents and household effects provided such travel 

and transportation begins within a reasonable time.  The employee’s election will be in writing including a statement that the employee clearly understands the conditions of loss of transportation entitlement.

        (4) Advise employees that space available travel may be authorized for employees serving under a transportation agreement and their dependents for emergency travel.  (See Exhibit 2.)

    b.  HRSC PAC.  Coordinate action with activity, prepare appropriate travel orders/related documents, counsel employees of their transportation entitlements and obligations and ensure records are properly documented.

EXHIBIT 1


 REQUEST FOR ISSUANCE OF TRAVEL ORDERS

   (Submit original only)

Employee’s Names


Position Title/Grade



Name of Activity:



SSN:


Phone No.:
Fax  No:

Actual Place of Residence at time of Appointment in CONUS.
Alternate Destination:  (For Renewal or Separation Travel)



TYPE OF TRAVEL  (Check one)

____Permanent Change of Station
____Renewal Agreement Travel (RAT)

____Separation
                                 ____Other (Specify)

From: ________________________________________________        To:__________________________________________________

                          (City, State)                                                                                                   City,State/Country

Dates:

Last RAT executed:_________________       Eligible Date:__________________     Desired Departure Date:_________________ 


DEPENDENT INFORMATION:
_____Concurrent
_____Delayed
_____Early Return

Names
Relation
Date of Birth (Children)

















SHIPMENT OF HHG:
Approx. weight  ______________ lbs. (Estimate 1,000 lbs per room)

SHIPMENT OF POV
_____ Yes
_____ No
Dimensions (type/size):  _______________________________

REAL ESTATE:  Sale: $____________________  Purchase: $________________

TQSE:  



ACCOUNTING CITATION (To be completed by funding activity):

TRAVEL ORDER NO.  _________________________
TAC:  ____________
_____________________________

Signature of Employee Requesting Travel:  

AUTHORIZATION
1) For RAT:  _______ days (Annual/other) Authorized  _____________________________________________________________



(Signature of Supervisor)



Date

2) Funding/Travel Approving Official:  __________________________________________________



(Signature)




Date

HRSC PR 12570 (12/00)G:\DATA\Code_532\Tvl-
NOTE TO TRAVELER:  To make travel arrangements, bring your travel orders to the Navy Passenger Transportation Officer, Bldg. 487, Pearl Harbor, HI.  If you purchase your own tickets, you will not be reimbursed unless you can prove that there was an exception for not using the contract carriers.  The exceptions must be certified on the travel order, travel voucher, or other documents provided by the traveler or agency-approved authorizing official See JTR C2002-A. 

Travel claims (DD-1351-2 must be filed 15 days upon completion of travel.

--------------------------------------------------------------------------------------------------------------------------------------------

REMARKS:
----------------------------------------------------------------------------------------------------------------------------------------------------------------------------

TO BE COMPLETED BY HRSC PAC

TRAVEL COST:   

              Air far:

              No. of travelers:

              Total cost:

PER DIEM:

Other Misc:

SHIPMENT OF HHG                            POV




TOTAL:

MISC EXP ALLOWANCE

      Without depns:    $350

         With depns:    $700

TQSE

1ST 30 DAYS:          Employee:



       Depns over 12 yrs:

                    Depns under 12 yrs:

 


TOTAL:

2ND 30 DAYS:         Employee:



      Depns over 12 yrs:



      Depns under 12 yrs:




TOTAL:

REAL ESTATE:        SALE:

                        PURCHASE:





GRAND TOTAL

EXHIBIT 2

                                                    Date

From:  

To:
  Director, Personnel Support Activity Detachment, Pearl

       Harbor, (Code 50)

Via:
  Commanding Officer, (command)

Subj:  REQUEST FOR SPACE AVAILABLE TRANSPORTATION TO

       ______________(WEST COAST)

Ref:
(a) 

1.  It is requested that the following named person(s) be authorized transportation on a space available basis to _______________________ under authority of reference (a).  Sponsor will/will not accompany in a leave status.


NAME

RELATIONSHIP
BIRTH DATE

PLACE OF BIRTH
2.  My reason for this request is (state reason).

3.  For contact purposes, the following information is furnished:


Address: _____________________________________________________________


Phone Number: _____________ _____________ ________________

                    (Home)         (Work)          (Other)

4.  Name and address of next of kin:

5.  The person(s) named above will be ready to travel any time after ______________________.

6.  I understand that the Navy is under no obligation to provide the requested transportation and that consideration will be given this request only in the event that space may become available and, further, that any travel performed in connection with this request will be subject to no reimbursement by the government.







SIGNATURE

215-2
215-1

