TRAVEL AND TRANSPORTATION AGREEMENT

(Federal Aviation Administration Travel Policy (FAA TP) )

PRIVACY ACT STATEMENT:  The authority for collecting this information is found in the FAATP Parts 302-3 and 302-5.  The information requested is needed to determine payment for or reimbursement of allowable expenses and to record and maintain costs of such reimbursement.  Information may be disclosed to civil agencies under certain circumstances.  Other routine uses of this information are published in the description of the Privacy Act System DOT/FAA 806, Federal Aviation Administration Employee Payable System.  This collection of information is MANDATORY, and failure to provide pertinent information may result in delay or loss of reimbursement.

1. Employee Name    


2.  Travel Authorization No.
3.  Social Security No.
4.  Reporting Date

(Entered by gaining facility)

5. Official Permanent Change of Station (PCS) Relocation

FROM:  Losing Facility Location (Facility, City, and State)


TO:  Gaining Facility Location (Facility, City, and State)



STATEMENT OF EMPLOYEE

In consideration of the travel, transportation, and applicable allowance payments as provided by regulations and incurred on my behalf by the Federal Aviation Administration (FAA) in connection with the change of my official station, as shown above, I agree to remain in FAA service for 12 months following the date of my relocation (as noted in item 4 above) unless separated for reasons beyond my control and which are acceptable to the FAA.  I understand and agree if I violate this agreement any payments on my behalf shall be recoverable from me as a debt due to the United States Government.

RELOCATION INCOME TAX ALLOWANCE (RITA) REQUIREMENT

A Withholding Tax Allowance (WTA) may be paid on my behalf by the FAA each time I am reimbursed for moving expenses subject to Federal tax withholding.
  I agree to repay an excess amount paid on my behalf.  I agree to submit a RITA claim with the required tax information (W-2 forms, Schedule SE, etc.) by June 30 after the close of the year(s) in which I am reimbursed for my moving expenses on the above stated move (FAA Order 1500.35B provides RITA claim filing instructions).  I understand and agree that I shall be liable for repayment of the entire WTA if my RITA is not submitted in a timely manner.

AGENCY THIRD PARTY RELOCATION SERVICE CONTRACT LIABILITY

Further, if I request the home sale services under the third party relocation services contract and I decide not to relocate to the new duty station for any reason, I shall be liable for repayment of any direct costs incurred by the relocation services contractor for appraisals, inspections, etc., for which the agency is billed under contract.

6. Employee Signature
7. Date:



� FAA TP, Chapter 302-61





� FAA TP, Chapter 302-3.66





NOTE:  Regulations prohibit PCS expense reimbursement, including advance house hunting expenses, until a signed Travel and Transportation Agreement is received by the accounting office.
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