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RD I nstruction 2039-A

PART 2039 - CHANGE OF OFFI Cl AL STATI ON
Subpart A - Change of Official Station
§ 2039.1 Ceneral.

This Instruction states policies and procedures for authorizing expenses
in connection with permanent change of official station, and for receiving
paynment for all owabl e expenses. The Federal Travel Regul ations ( FTRs),
Agriculture Travel Regulations ( ATRs), and National Finance Center (NFC)
Manual s are avail able in each Rural Devel opment office. This Instruction
suppl emrent s those regul ati ons.

(a) Authority. The followng officials are delegated the authority to
approve rel ocation authorizations and vouchers for an official change of
station fromallocated travel funds:

(1) State Directors, Deputy Chief Financial Oficer, and D rector,
Centralized Servicing Center, will authorize transfers in their
jurisdiction. This authority can be redel egated.

(2) Drector, Support Services Division (SSD), will issue Forns
AD- 202 and AD- 202R for transfers coming to the National Ofice.
This authority can be redel egated. Each division director or staff
| eader will approve their respective transfers.

(b) Service agreenent.

(1) An enpl oyee nust sign the conputer-generated service agreenent
on Form AD- 202R, Attachnent for Relocation Travel, before the
of ficial change of station is authorized and expenses paid.

(i) An enployee nust work for the Governnent for 12 nonths
after the effective date of the transfer, unless separated for
reasons beyond the enpl oyee's control and acceptable to Rura
Devel oprent .

(ii) An enployee is liable for the full amount of transfer
expenses paid by the CGovernnment if there is a violation of the
servi ce agreenent.

DI STRI BUTI ON: WsDC Adm nistrative Services
Change of Oficial Station
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RD I nstruction 2039-A
§ 2039.1(b)(1) (Con.)

(iii) The appropriate Agency Adm ni strator nust approve in
witing the cancellation of obligation
(2) The obligation under paragraph (b)(l1)(i) of this section is for
the transfer shown in the service agreement. The obligation is not
voided by a prior transfer or in connection with a second transfer

88 2039.2 - 2039.3 [Reserved]

§ 2039.4 Househunting trip.

(a) The househunting trip is not an automatic entitlement. It may be
aut hori zed at the discretion of the approving official.

(b) Refer to § 2039.5(b) for deduction of days fromthe first 30-day
period of tenporary quarters.

(c) There are two nethods of reinbursenent: fixed anount and | odgi ngs-
plus. The two nethods are explained in FTR Chapters 302-2 and 302-4.

§ 2039.5 Tenporary quarters subsistence expenses (TQSE) .

(a) @uidelines are outlined in FTRs and ATRs, Chapter 302-5 for
extension of time in TQSE

(1) When an enpl oyee does not participate in the Rel ocation

Servi ces Program (RSP) (see 8§ 2039.12 of this Instruction) and needs
additional time in TQSE beyond the initial 60 days, the enpl oyee
must submit a witten request for extension of time to the servicing
travel office. An administrative |evel higher than the one who

aut hori zed the initial 60 days nmust approve the extension. The

enpl oyee’ s request and State O fice’s recomendation for any

addi tional tinme beyond 90 days are forwarded for review to the SSD,
Travel Staff. The Travel Staff submits the request to the
respective Agency Administrator for final approval

(2) When an enpl oyee participates in the RSP and needs an
addi ti onal 30-day extension, the justification for extension nust be
for conpelling reasons, deened beyond the enpl oyee's control. The
enpl oyee’s witten request and State Ofice’ s reconmendation are
forwarded for reviewto the SSD, Travel Staff. The Travel Staff
submits the request to the respective Agency Adm nistrator for fina
approval . This authority CANNOT be redel egated.



§ 2039.5 (Con.) RD I nstruction 2039-A

(b) Methods of reinbursenent .

(1) There are two net hods of reinbursenent: fixed amount and
actual expense.

(2) Days spent on a househunting trip shall be deducted fromthe
first 30-day period of TQSE when the enpl oyee el ects the actua
expense rei nbur senent .

§ 2039.6 Allowance for expenses incurred in connection with residence
transacti ons.

(a) Extension of tine for real estate is outlined in the FTRs and ATRs,
Chapter 302-6.1(e).

(b) An extension of tine is approved by State Directors for field
enpl oyees; Deputy Chief Financial Oficer and Director, Centralized
Servicing Center, for St. Louis enployees; and the Director, SSD, for
Nati onal O fice enpl oyees.

(c) The applicable office nmust receive the witten justification for an
extension of time no later than 30 cal endar days after the expiration of
the initial 2-year tinme limtation

§ 2039.7 [Reserved]

§ 2039.8 Transportation and tenporary storage of househol d goods and persona

ef fects.

(a) Transportation and tenporary storage of househol d goods and
personal effects are outlined in the FTRs and ATRs, Chapter 302-8.

(b) Rural Developnment will pay for the shipnent and storage of up to
18, 000 pounds of the enployee’ s househol d goods and personal effects.

(c) There are two nethods of noving the enpl oyee’ s househol d goods:
Actual Expense and Commuted Rate. Fornms AD-202 and AD-202R will show
whi ch of the two noving nethods is used for the transfer.

(d) The State, St. Louis, and National Ofices are responsible for

adm ni stering the General Services Administration’s ( GSAs) Centralized
Househol d Goods Traffic Managenent Program for the enpl oyee
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RD I nstruction 2039-A
§ 2039.8 (Con.)

(e) The State, St. Louis, and National Ofices will use GSAs

I nt eragency Transportati on Managenent System (1 TM5) to extract a cost
conpari son for shipping househol d goods. The Travel Coordi nator will
review the cost conparison to determne if the actual expense nethod
will result in |lower costs to the Governnent. |If the difference between
the commuted rate and the | owest cost carrier is less than $100, then
the commuted rate is selected. The Travel Coordinator wll decide how
househol d goods are shipped after review of the cost conparison

Ofices may use Form RD 2039-2, "Information for Househol d Goods

Shi pment via GBL," for the cost conparison.

(f) The followi ng are guidelines for the "actual expense" and "conmuted
rate" noving net hods.

(1) Actual expense nethod. The actual expense nmethod is further
divided into the foll owi ng two net hods.

(i) "US Governnent Bill of Lading (@GBL)", Standard Form
(SF)-1103.

(A) The receiving office will: select the carrier which
provi des the nost effective service at the | owest cost,
prepare the GBL, and assist the enployee in claimng any
| oss or damage after the shipnment of househol d goods is
conpl et ed.

(B) Instructions for conpleting Fornms SF-1103 and
SF-1200, "CGovernment Bill of Lading Correction Notice,"
are found in the Forns Manual Inserts (FM).

(1) Carrier’s liability insurance: Wen Rura

Devel oprment shi ps househol d goods by GBL, the
receiving office will counsel the enpl oyee regarding
t he amount of insurance required for the shipnment and
storage of the enployee’s bel ongings. The enpl oyee
may be asked to disclose in witing to the nmover any
individual iten(s) with a value greater than $100 per
Ib. Gherwise, the nover is liable for only $100 per
Ib., per item Rural Devel opment offers a liability
i nsurance plan that has two parts:
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(i) The first part is fully paid by Rural

Devel opment at no cost to the enployee. It is
called Full Value Protection Service. Its

val uation is based on: $5.00 x the actual tota
wei ght of househol d goods (e.g., $5.00 x 10, 000
| bs. = $50, 000 Rural Devel opnent val uation).

(ii) The second part is optional to the

enpl oyee at additional cost. Its valuation is
based on the enpl oyee’s i ndependent appraisal if
hi gher than Rural Devel opnment's val uation (e.qg.
$60, 000 i ndependent appraisal). Cost to the
enpl oyee = $0.85 x each $100 of excess val uation
above what Rural Devel opment allows (e.g.

$60, 000 - $50,000 = $10, 000 excess val uation).
Enpl oyee’ s cost to the NFC will be $10, 000/ 100 =
100); and 100 x $0.85 = $85.00).

Note: |If the enpl oyee stores goods under the
opti onal coverage part of the plan (see above
par. (ii)), the receiving office notifies the
enpl oyee that the enpl oyee's added cost to NFC
is $0.18 per $100 of excess valuation (e.g.
$10, 000/ 100 = 100; and 100 x $0.18 = $18.00).

Filing clains.

(i) If the enployee has | oss or damage to
househol d goods or personal effects, the

enpl oyee nmust notify the noving conpany, in
witing of the intent to file a claim Once the
enpl oyee files the intent, then the enpl oyee
conpletes the carrier's claimforms. Settlenent
is based on the full replacenent value of the
item The Governnent defines the ful

repl acenment val ue of any individual itemto be
the cost to replace the item with simlar
quality, at existing market price.

(ii) If the noving conpany denied the enpl oyee
liability, the enployee can file a cl ai magainst
t he Governnent under the provisions of the
Mlitary Personnel and G vilian Enpl oyees d ai ns
(MPCE) Act of 1964. The conplete filing
instructions are found in Departnment Regul ation

(DR) 2510- 1.
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RD I nstruction 2039-A
§ 2039.8(f)(1)(i)(B)(2) (Con.)

(i)

Not e:

(iii) The enployee nust file Form AD- 382

"Enpl oyee O aimfor Loss or Damage to Personal
Property," to the receiving Travel Ofice for
approval . Attach a copy of the following to
Form AD-382: communi cations with the carrier
recei pts, cancel ed checks, appraised val ue of
damaged itens, and cost to repair or replace the
item(s). |If the enployee relocated to an office
in a State, each State Director has authority to
approve the AD-382. |If the enpl oyee rel ocated
to St. Louis or National Ofice, the respective
Agency Adm ni strator has authority to approve

t he AD- 382.

Do-it-yourself.

(A) If the enpl oyee decides to nove sonme or all of their
househol d goods via rental truck, trailer, or car, etc.,
the enmpl oyee will be reinmbursed for the actual costs.

The actual costs may include: truck rental, material
handl i ng equi pnent, packing materials, gasoline, oil,
toll charges, etc., not to exceed what it woul d have cost
Rural Devel opnent to nove the enpl oyee by the | owest cost
carrier listed on the GSA cost conparison. The

enpl oyee’ s | abor or the | abor of other famly nenbers is
not reinbursable. The enployee nust furnish two weight
tickets for the vehicle, one for the unl oaded vehicle
with full tank of gas and the second for the fully | oaded
vehicle with full tank of gas. Receipts are required for
truck rental, weight tickets, equipment, packing
material, etc., in order for NFC to reinburse the

enpl oyee.

(B) If the enployee uses a privately owned vehicle to
carry the househol d goods when the enpl oyee travels to
the new duty station, the enployee will not be reinbursed
for vehicle expense, since the enployee will have a

m | eage all owance. Receipts are required for materia
handl i ng equi pnent, packing nmaterials, etc., in order for
NFC to rei mburse the enpl oyee

Tenporary storage.

The enpl oyee’ s househol d goods and personal effects using the
@GBL and "do-it-yourself" methods may be stored for up to 90

days

at Rural Devel opnent expense. The enpl oyee may be



§ 2039.8(f)(1)(ii)(B) (Con.) RD I nstruction 2039-A

aut hori zed an additional 90 days storage after a witten
request to the respective Rural Devel opnent Travel O fice is
received. Once an extension for 90 days has been approved for
a total of 180 days storage, no further extensions can be
granted for any reason.

For reinbursenent of a "do-it-yourself"” method, the enployee
must obtain weight certificates or item zed warehouse receipts.

(2) Comuted rate method. The enployee who is authorized this
method will make their own arrangements for transportation
accessorial services, and storage with the nover. The enpl oyee may
nove the househol d goods thensel ves or use a comercial noving
conpany. The enployee will pay the moving conmpany directly and is
solely responsible for settling any clains with the nover. The

enpl oyee is reinbursed on the basis of the shipnent’s weight and

di stance traveled. The reinbursenment is conputed on the basis of
the Commuted Rate Schedule. The enpl oyee nust obtain an origina
recei pt fromthe nover show ng paynment to support the expense claim

88 2039.9 - 2039.11 [Reserved]

§ 2039.12 Relocation services program (RSP) .

(a) Participation in the RSP is outlined in the FTRs and ATRs,
Chapter 302-12.

(b) Each enpl oyee nust accept or decline participation in the RSP in
witing, submt the witten participation with the service agreenent and
read the information about the RSP provided in the rel ocati on package.

If the enpl oyee decides not to use the RSP, Rural Devel opment w |l not
provide this service for the same nove at a later date

(c) Each applicable travel office will counsel and enter the
transferring enployee in the RSP

(d) The enployee's reinbursenent for T@SE is limted to a maxi num of 30
days when the honme purchase service portion of relocation services has
been aut horized. The respective Agency Adm nistrator nust approve any
exceptions to this policy. This authority CANNOT be redel egated.
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§ 2039.13 Vouchers and supporting data.

(a) dains for reinbursement. Cains for reinbursenent are nade on
Form AD- 616R, "Travel Voucher (Relocation)."

(b) Filing vouchers. File a copy of the conplete set of travel orders,
Forms AD- 202 and AD-202R in the enployee's official travel folder.

88 2039.14 - 2039.50 [Reserved]
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