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REQUEST FOR PCS COORDINATION
Purpose: Relocation expense allowances are specific entitlements and allowances that an eligible employee may be authorized to receive reimbursement for when he/she is assigned to his/her first official duty station or when he/she transfers in the interest of the Government from one official duty station to another on a permanent basis.  These entitlements and allowances are governed by the Federal Travel Regulation (FTR), Chapter 302-Relocation Allowances.  
Guidelines:  The vacancy announcement must include relocation expenses authorized and noted on the employee offer/confirmation letter.
Documentation Required: Request for PCS Coordination form and a copy of employee offer/confirmation letter authorizing PCS benefits.
Form Instructions:  This form is to be fully completed by a human resources (HR) specialist or the new duty station hiring office.  Required fields have a red border.  You must allow a minimum of 30 days to implement a Permanent Change of Station (PCS) move.  Once completed you can send the form and required documentation to the following e-mail address:  biapcs_ibcdenver@ibc.doi.gov
 
 
 
Part 1:  REQUESTOR INFORMATION
Part 3: AGENCY AUTHORIZATIONS
Form: IBC-PCS-100-BIA V1.1     10-1-18
OLD DUTY STATION:
NEW DUTY STATION:
Bureau of Indian Affairs
Type of  Move
Enter on  Duty Date
Series/ Grade/Step
Line of Accounting:
Functional  Area
Cost Center
WBS Element
Advanced House Hunting (HHT) Trip Authorized?
Temporary Quarters (TQ) Authorized?
How many days
NTE 10/days
New Appointee is not authorized HHT
New Appointee is not authorized TQ
How many days
How many days
Part 2:  EMPLOYEE INFORMATION
Personal  E-Mail
Current Home Address
Zip  Code
Employee  Status
Fiscal  Officer
Authorizing Officer
Functional  Area
Cost Center
WBS Element
Functional  Area
Cost Center
WBS Element
- Requestor is the HR specialist or hiring office
In the vacancy announcement is the Contractor Provider Home Sale Program authorized?
Select NO, if OJS
Agency/ Region
Tips for Filling out the “Request for PCS Coordination” 
 
Who fills out the form? The hiring office or human resource specialist should fill out this form. They can work with the new employee to get information; however the hiring office or human resource office makes the final decisions.  
 
What is the difference between a Transferee and a New Appointee?A new appointee is: 
An individual who is employed with the Federal Government for the very first time (including an individual who has performed transition activities)An employee who is returning to the Government after a break in serviceA student trainee assigned to the Government upon completion of his/her college work.A transferee is:
An employee transferring in the interest of the Government from one agency or duty station to another for permanent duty.  This may also include employees separated as a result of reduction in force (RIF). Automatic Entitlements:  - Relocation allowances that an agency must pay or reimburse
1. Transportation of employee and immediate family members 
2. Per diem for employee and immediate family members -  New appointee not authorized
3. Miscellaneous moving expense - New appointee not authorized
4. Sell and/or buy residence transactions or lease termination expenses - New appointee not authorized
5. Transportation and temporary storage of household goods up to 60 days without justification (90 days OCONUS), and additional 90 days with special justification and approval 
6. Extended storage of household goods (only when assigned to an official duty station at an isolated location) 
7. Transportation of a mobile home or boat used as a primary residence in lieu of the transportation of household goods. -New appointee not authorized 
8. Relocation income tax allowance (RITA) -  New appointee not authorized
 
Discretionary Benefits  - Relocation allowances that an agency has the option to authorize payment or reimbursement
1. House hunting trip (per diem and transportation) employee and spouse only -  New appointee not authorized
2. Temporary Quarters subsistence expense - New appointee not authorized
3. Shipment of privately owned vehicle 
 
What should I know before authorizing an Advanced House Hunting Trip? A house hunting trip may be authorized on an individual-case basis when the employee has accepted the transfer and his/her circumstances indicate that a house hunting trip actually is needed.  You may not authorize a house hunting trip when the purpose of the trip is to assist the employee in deciding whether he or she will accept the transfer.  A house hunting trip allowable expenses include round trip transportation costs, an allowance for lodging, meals and incidental expenses, and local transportation costs for employee and spouse.  New appointees are not authorized a house hunting trip.   
 
What should I know before authorizing Temporary Quarters? Temporary quarters should be used only if, and only for as long as, necessary until the employee and/or his/her immediate family can move into permanent residence quarters.  You must administer the TQSE allowance to minimize or avoid other relocation expenses. 
 
The factors you should consider include:(A) The length of time the employee should reasonably be expected to occupy his/her residence at the old official station prior to reporting for duty                                     at the new official station. An employee and his/her immediate family should continue to occupy the residence at the old official station for as long as practicable to avoid the necessity for temporary quarters. 
(B) The existence of less expensive alternatives. If a less expensive alternative to the TQSE allowance exists that will enable the employee to find permanent quarters at the new official station, you should consider such an alternative. For example, authorize a house hunting trip instead of temporary quarters if it would cost less overall.  
(C) The existence of other opportunities to arrange for permanent quarters. Consider whether the employee had other adequate opportunity to arrange for permanent quarters. For example, you should not authorize temporary quarters if the employee had adequate opportunity during an extended temporary duty assignment to arrange for permanent quarters. 
 
New appointees are not authorized temporary quarters.  If a house hunting trip is authorized, TQSE will be limited to 30 days maximum.  Under extenuating circumstances only, extensions of no more than 15 days may be requested, NTE a total of 45 days of TQSE.   
 
What is the difference between Actual Subsistence Rate and Lump Sum/Fixed Rate for a house hunting trip and temporary quarters? 
 
Under the actual expense method, employee is reimbursed at the standard CONUS rate for actual expenses only, provided the expenses are reasonable and do not exceed the maximum allowable amount.  Employees do need to provide lodging receipts and any meal receipts over $75.00.  If authorizing the lump sum/fixed rate, employee is paid a lump sum at locality rate for the number of days authorized NTE 30 days (no receipts are required and they get the full lump sum amount even if only one day is actually used). The maximum number of days that may be used for the TQSE lump sum calculation is 30; no extensions are allowed under the lump sum payment method.  Actual TQSE reimbursement may extend up to 120 days, while the lump sum payment is limited to a maximum of 30 days. 
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