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Relocation Allowances § 302–11.406 

official station that is at least 50 miles 
away from the employees last official 
station in the United States; or 

(c) When the employee has been per-
manently assigned to a temporary offi-
cial station.

§ 302–11.402 Who is not eligible to re-
ceive residence transaction expense 
allowances? 

The following are not eligible to re-
ceive residence transaction expense al-
lowances: 

(a) New appointees; and 
(b) Employees assigned under the 

Government Employee’s Training Act 
(5 U.S.C. 4109).

§ 302–11.403 What policies must we es-
tablish before accepting docu-
mentation from an employee for re-
imbursement of residence trans-
action expenses? 

You must establish policies that will 
define what documentation is accept-
able from an employee when requesting 
reimbursement of residence trans-
action expenses.

§ 302–11.404 What controls must we es-
tablish for paying allowances for 
expenses incurred in connection 
with residence transactions? 

When paying allowances for expenses 
incurred in connection with residence 
transactions, you must: 

(a) Determine who will authorize and 
approve residence transactions ex-
penses on the employee’s travel au-
thorization; 

(b) Determine who will review appli-
cations for reimbursement of residence 
transaction expenses; 

(c) Determine who will authorize ex-
tensions beyond the 2-year limitation 
for completing sales and purchase or 
lease termination transactions, under 
§§ 302–11.420 and 302–11.421; 

(d) Prescribe a claim application 
form which meets your internal admin-
istrative requirements; 

(e) Require employees to submit a 
travel claim with appropriate docu-
mentation to support his/her payment 
of the expenses claimed, which must 
include as a minimum; 

(1) The sales agreement, 
(2) The purchase agreement, 
(3) Property settlement documents, 
(4) Loan closing statements, and 

(5) Invoices or receipts for other bills 
paid; and 

(f) Require employees to submit trav-
el claims to his/her old official station 
for review and approval of the claim 
unless agency review and approval 
functions are performed elsewhere ex-
cept as provided in § 302–11.405.

§ 302–11.405 Which agency must re-
view and approve the employee’s 
application when the employee 
transfers between agencies? 

The hiring agency in the locality of 
the employee’s old official station 
must review and approve the employ-
ee’s application when the employee 
transfers between agencies, unless the 
hiring agency does not have an appro-
priate installation there. In that case, 
the losing agency at the old official 
station must review and approve the 
expenses.

§ 302–11.406 How must we administer 
an employee’s claim? 

To administer an employee’s claim: 
(a) You must: 
(1) Review the employee’s claim to 

determine whether the expenses 
claimed are reasonable in amount and 
customarily paid by the buyer/seller in 
the locality where the property is lo-
cated; 

(2) Disallow any portion of the em-
ployee’s claim that is inflated or are 
higher than normal for similar services 
in the locality; 

(3) Execute final administrative ap-
proval of payment of a claim by an ap-
propriate agency approving official; 
and 

(4) Return disapproved applications 
to the employee with a memorandum 
of explanation. 

(b) The approving official must deter-
mine if: 

(1) The aggregate amount of expenses 
claimed in connection with a sale or 
purchase of a residence is within the 
prescribed limitation for either; 

(2) All conditions and requirements 
under which allowances may be paid 
have been met; and 

(3) The expenses themselves are those 
which are reimbursable.

NOTE TO § 302–11.406: You must not pay the 
expenses listed in § 302–11.202 or § 302–11.304.
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