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What’s this procedure about?
To provide detailed instructions for processing Permanent Change of Stations requests (PCS) for movement of Environment Management field offices personnel.

Who’s responsible for this?
Accounting Team
Where can I get more information?
Federal Travel Regulations, Chapters 301and 302 in order to determine allowable cost for Temporary Duty and Permanent change of Station 
What’s the process?
1. The Human Resources Department (HR) will issue an offer letter to a prospective employee.  Upon acceptance of the offer letter from the employee, the Human Resources Department will provide a copy of the acceptance letter to the PCS coordinator.
2. Upon receipt of the HR acceptance letter, the PCS coordinator will provide the employee with a PCS package that includes information sheets and forms for the employee to complete and return to the PCS coordinator. The PCS package will include data sheets for family information, travel-in, real estate, temporary quarters, transportation of household goods, and temporary storage of household goods as well as information on taxes, Employee Application Request for Relocation Services, the Department of Energy and employee employment agreement, and direct deposit form.

3. When the employee submits the completed PCS forms, the PCS coordinator will calculate the cost estimates for travel-in, house hunting, temporary quarters, real estate expenses, shipment of household goods, temporary storage, miscellaneous expenses, and taxes.
4. Based on the cost estimates, the PCS coordinator will complete and submit for approval the employee Travel Authorization, Request and Authorization for Official Travel (Change of Station), and Procurement Request Authorization if third party relocation services are authorized.  The PCS coordinator assigns the travel authorization number or Contract Identification Number (CID) as appropriate for these authorizations.
5. Upon completion of the forms in procedure PCS-4, the PCS coordinator will enter the obligation data into the STARS system. The PCS coordinator will forward an official copy to the employee and the appropriate DOE Headquarter’s department(s).
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