FTE RELOCATION CHECKLIST [submit with package]

Relocation Policy

Any request for relocation for FTE’s must first be approved by the Scientific Director and routed through the AO and 

the Chief, AMB.  

Note:  There is not a monetary limit on these types of moves but there is pound limit NTE 18,000 lbs.
New Appointee Travel to First Official Station




Required Items (Submitted with Personnel Package)

[image: image1]  Request Memo to Scientific Director (See Sample; Call AO Before Preparing Memo)

[image: image2]  NIH-2028 Request for Permanent Change of Station Orders – Civilian Personnel and Other Appointed Persons (See Sample)

[image: image3]  HHS-355 DHHS Employment Agreement (See Sample)

[image: image4]  Printout of Vendor Alpha Screen (if not able to locate individual in system, then you must process EIN request with ACH)

[image: image5]   Requisition Worksheet for Prudential Fee ($274 Domestic Fee; Additional $448 for International or Intra-State Move)


[image: image6]   Record of Call & Receiving (AO Office)

[image: image7]   Copy of SF-52 and/or Offer Letter for New Appointee (AO Office)

[image: image8]   Rightfax Form (AO Office)


[image: image9]   Submit Package to Prudential (AO Office)

[image: image10]   Prudential Prepares Travel Order and Sends Back to AO (AO Office)

[image: image11]   AO Reviews and Faxes to OFM as Instructed by Prudential Cover Sheet (AO Office)

[image: image12]   AO should check for Obligation in DELPRO Display (AO Office - Put YS in front of Travel Order Number)
Voucher Process


[image: image13]  Prudential will prepare Voucher (SF 1012) and send with receipts and cover sheet to AO (AO Office)

[image: image14]  AO will review with Traveler and sign for approval (AO Office)

[image: image15] AO will forward Travel Order (Green/Fiscal Audit Copy), Voucher and Receipts to Travel Audit (31/B1B31) 
  as Instructed by Prudential Cover Sheet (AO Office)
Transferring Government Employee 
Required Items (Submitted with Personnel Package)


[image: image16]  Request Memo to Scientific Director (See Sample; Call AO Before Preparing Memo)


[image: image17]  NIH-2028 Request for Permanent Change of Station Orders – Civilian Personnel and Other Appointed Persons (See Sample)


[image: image18]  HHS-355 DHHS Employment Agreement (See Sample)

[image: image19]  Printout of Vendor Alpha Screen (if not able to locate individual in system, then you must process EIN request with ACH)

[image: image20]   Requisition Worksheet for Prudential Fee ($274 Domestic Fee; Additional $448 for International or Intra-State Move)


[image: image21]   Record of Call (AO Office)

[image: image22]  Copy of SF-50 (AO Office)

[image: image23]  Rightfax Form  (AO Office)

[image: image24]   Submit Package to Prudential (AO Office)


[image: image25]   Prudential Prepares Travel Order and Sends Back to AO (AO Office)

[image: image26]   AO Reviews and Faxes to OFM as Instructed by Prudential Cover Sheet (AO Office)

[image: image27]   AO should check for Obligation in DELPRO Display (AO Office -Put YS in front of Travel Order Number)

Voucher Process


[image: image28]  Prudential will prepare Voucher (SF 1012) and send with receipts and cover sheet to AO (AO Office)

[image: image29]  AO will review with Traveler and sign for approval  (AO Office)

[image: image30] AO will forward Travel Order (Green/Fiscal Audit Copy), Voucher and Receipts to Travel Audit (31/B1B31) 
          as Instructed by Prudential Cover Sheet (AO Office)
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