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disclosure statement, which is to be incor-
porated into their relocation service agree-
ments (see § 302–2.21). 

§ 302–2.101 When may we authorize re-
imbursement for relocation ex-
penses? 

You may authorize reimbursement 
for relocation expenses: 

(a) When you have determined that 
an employee’s permanent change of 
station is in the best interest of the 
Government; 

(b) Only after an employee has signed 
a service agreement to remain in serv-
ice for the period specified in § 302–2.13; 
and 

(c) When you have determined that 
the employee’s relocation is incident 
to his/her change of official station. 

§ 302–2.102 Who must authorize and 
approve relocation expenses? 

The agency head or his/her designee 
must authorize and approve relocation 
expenses. 

§ 302–2.103 How must we administer 
the authorization for relocation of 
an employee? 

To administer the authorization for 
relocation of an employee, you must: 

(a) Issue an employee a TA for relo-
cation before he/she transfers to his/her 
new official station; 

(b) Inform the employee of his/her 
transfer within a timeframe that will 
provide him/her sufficient time for 
preparation; 

(c) Establish timeframes on when 
employees must submit a TA request; 
and 

(d) Provide new employees with the 
applicable limitations of their travel 
benefits. 

EFFECTIVE DATE NOTE: By FTR Amdt. 2011– 
01, 76 FR 18336, Apr. 1, 2011, § 302–2.103 was 
amended by removing the word ‘‘and’’ at the 
end of paragraph (c), removing the period at 
the end of paragraph (d) and adding ‘‘; and’’ 
in its place, and adding paragraph (e), effec-
tive Aug. 1, 2011. For the convenience of the 
user, the added text is set forth as follows: 

§ 302–2.103 How must we administer the au-
thorization for relocation of an em-
ployee? 

* * * * * 

(e) Provide counseling about relocation 
benefits to all relocating employees. In addi-

tion, you should offer counseling as early as 
possible during the relocation process and 
you should consider offering counseling to 
employees who are contemplating accept-
ance of a job that would require them to re-
locate. 

§ 302–2.104 What information must we 
provide on the TA? 

On the TA, you must state the: 
(a) Specific allowances that the em-

ployee is authorized; and 
(b) Procedures that the employee is 

authorized to follow. 

§ 302–2.105 When an employee trans-
fers between Federal agencies, who 
is responsible for paying the em-
ployee’s relocation expenses? 

When an employee transfers between 
Federal agencies, all allowable ex-
penses must be paid from the funds of 
the agency that the employee is trans-
ferring to. However, in the case of a re-
duction in force or transfer of function, 
an agreement may be made between 
the agencies concerned as to what relo-
cation allowances will be paid by ei-
ther agency or split between them. 
This should include the payment of ex-
penses for the extended storage of the 
employee’s household goods when as-
signed to an isolated permanent duty 
station within CONUS or a transfer to, 
from, or between foreign countries. 

§ 302–2.106 May we waive statutory or 
regulatory limitations relating to 
relocation allowances for employees 
relocating to/from remote or iso-
lated locations? 

Yes, the agency head or his/her des-
ignee may waive any statutory or regu-
latory limitations for employees relo-
cating (to/from a remote or isolated lo-
cation) when determining that failure 
to waive the limitation would cause an 
undue hardship on the employee. 

TIME LIMITS 

§ 302–2.110 Are there time factors that 
we must consider for allowing an 
employee to complete all aspects of 
relocation? 

Yes, you should encourage employees 
to begin travel as soon as possible after 
authorization of travel is approved and 
inform employees that they must com-
plete all aspects of relocation within a 
2-year period from his/her effective 
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date of transfer or appointment, unless 
the employee’s 2-year period is ex-
tended to include: 

(a) Time spent on military furlough; 
(b) Delays caused by overseas ship-

ping or other restrictions; or 

(c) An extension for completion of 
residence transaction (see § 302–11.22 of 
this chapter). 

EFFECTIVE DATE NOTE: By FTR Amdt. 2011– 
01, 76 FR 18337, Apr. 1, 2011, § 302–2.110 was 
amended by removing ‘‘2-year’’ both times it 
appears in the introductory text and adding 
‘‘1-year’’ in its place, effective Aug. 1, 2011. 
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