FEDERAL AVIATION ADMINISTRATION
March 7, 2003

FEDERAL AVIATION ADMINISTRATION TRAVEL POLICY
AMENDMENT 17

TO: Asociate Adminigtrators, Assstant Adminigtrators, Chief Counsd, and Staff Offices

SUBJECT: Federd Aviation Adminigration Travel Policy (FAATP); Fixed Relocation
Payments for Employees Who Are Members of the Same Immediate Family.

1. What isthe purpose of thisdocument? Thisamendment transmits clarification to the 1998
Edition of the Federd Aviaion Adminigration Travel Policy (FAATP) concerning the policy
applicable when a family with more than one employee member transfers to the same
location and one or more employee members are digible for the payment of afixed
relocation payment.  This amendment provides for equitable payment for relocation costs
when families with multiple employee members transfer at Government expense.

2. When aretheserevisions effective? Therevisons are effective March 7, 2003.

3. Who should we contact for further information? Sandra Cavanaugh, (202) 267-9595.

4. Background.

a This amendment establishes the policy for two or more employeesin the same
immediate family thet transfer to the same location.

When two or more members of the same immediate family are authorized afixed
relocation payment, only one employee will receive 100 percent of the fixed
relocation payment authorized in the vacancy announcement or offer |etter. The
other employee family member will receive 12.5 percent of the fixed relocation
payment authorized in the vacancy announcement or offer |etter.

When one member of the same immediate family is authorized payment of

rel ocation expenses using an actua expense method and the other member is
offered afixed relocation payment, the family must select one of two options. The
firgt option is that employee(s) receiving the actua expense method take their
actua relocation alowances and the employeg(s) authorized afixed relocation
payment must accept 12.5 percent of the fixed relocation payment authorized in
the vacancy announcement or offer letter and not be treested as a member of the
immediate family of the employeg(s) taking actud expense rembursement. The
second option, the employee(s) is authorized afixed relocation payment and
rejects the fixed relocation payment and is treated as part of the immediate family of
the employeg(s) recaiving actua relocation expense reimbursemen.
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b. This amendment does not prohibit two employee members of same immediate family
from electing separate alowancesiif they are both reimbursed under a traditiona
actua expense method of reimbursement asis currently permitted under subpart B of
FAATP Part 302-2.

C. The FAATP policy regarding payment of relocation expenses for two or more
employees of the same immediate family gpplies only when the employees move from
the same old location to the same new location. If the transfer involves different
origins or degtinations, those moves would be consdered as separate moves not
subject to the limitations contained in the policy for payment of relocation expenses to
two or more employees of the same immediate family.

d. Current FAATP § 302-2.101(a) states that when two or more employees members of
the same immediate family eect separate rel ocation benefits, none of the employees
may be treated as a member of the other employee’ simmediate family for purposes of
relocation benefits. FAATP 8§ 302-50.150 requires an employee to hold title in the
name of the employee or amember of the immediate family to be digible for
residence transaction reimbursement. FAATP § 302-50.155 gtates that FAA will only
reimburse your pro rata share of residence transactionsif you hold title with anon
employee member of the immediate family. Consequently, if the family dects
separate benefits, each employee member can receive reimbursement only hisher pro
rata share of the residence transaction expenses. Further, if the family eects separate
benefits and one employee recaives a fixed relocation payment, then that employee
will not be separately reimbursed for his’her portion of the residence transaction
expenses and will be required to use the fixed relocation payment to cover his’her
share of the residence transaction expenses. This amendment clearly states that result
in one section.

e Thereisagenerd rule that to be digible for payment of relocation expenses, an
employee must relocate. FAATP § 302-1.17 defines relocation as “when an employee
moves from one place to ancther, even if the origin or the destination is not an officia
gation.” However, FAA continues to receive questions about whether an employee
must relocate to be eigible for afixed reocation payment. This amendment provides
a specific satement that the employee must establish anew residence in order to be
eigible for afixed relocation payment.

f. Findly, the amendment prohibits payment of afixed relocation payment to an
employee who establishes a new residence, and subsequently, reestablishes a residence

at the old residence after receiving payment of afixed relocation payment.

5. What aretherevisonsin this document? This document amends the FAATP asfollows:

a Subpart B of Part 302-2 isrevised to read asfollows:
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SUBPART B—RELOCATIONSINVOLVING TWO OR MORE EMPLOYEESIN
THE SAME IMMEDIATE FAMILY

§302-2.100

§302-2.101

§302-2.102

If amember of my
immediate family and
| areboth relocated to
thesamelocation,
may | and the
employee member (9)
of my immediate
family both receive
payment for actual
relocation expenses?

If amember of my
immediate family and

| areboth relocated to
thesamelocation,
may | and the
employee member (9)
of my immediate
family both receive
payment for
relocation expensesif
all employee members
areauthorized afixed
relocation payment as
provided in Part 302-8
of this subchapter?

If amember of my
immediate family and

| areboth relocated to
thesamelocation,
may | receive payment
for relocation
expensesasprovided
in Parts 302-3 through
302-7 of this
subchapter and the
employee member (9)
of my immediate
family receive afixed
relocation payment as
provided in Part 302-8
of this subchapter?

Only if both relocations meet the requirements under Parts 302-3
through 302-7 of this subchapter for authorization of relocation at
Government expense (e.g. therelocation isin theinterest of the
Government, or you are entitled to return rights or “last move home”
benefits). If your relocation isthe only relocation authorized, then
your relocation costswill be paid, and the other employee will be
treated as amember of your immediate family. If you or amember

of your immediate family is eligible for the fixed relocation payment
as provided in Part 302-8 of this subchapter, the rules contained in
§§ 302-2.101 through 302-2.103 will apply.

Y es, however, only when the following conditions are met:

(@) The employee members of theimmediate family must select one
employee member to receive 100 percent of the fixed relocation
payment authorized in the vacancy announcement or offer letter.

(b) You and employee members of your immediate family must
provide that designation in writing to the FAA, and

(c) The other employee member(s) of theimmediate family will
receive 12.5 percent of the fixed relocation payment authorized
in the vacancy announcement or offer letter.

Y es, but the following four rules must apply:

(@) Youand your immediate family must elect separate benefits as
provided in § 302-2.104,

(b) You and employee members of your immediate family must
provide awritten statement that you have el ected separate
benefits as provided in § 302-2.108.

(c) The employee member(s) of your immediate family may not be
considered members of your immediate family for purposes of
your relocation expenses paid under this chapter.

(d) The employee member(s) will receive only 12.5 percent of the
fixed relocation payment authorized in the vacancy
announcement or offer letter.



§302-2.103

§302-2.104

§ 302-2.105

If amember of my
immediate family and

| areboth relocated to
thesamelocation,
may | receiveafixed
relocation payment as
provided in Part 302-8
of this subchapter

and amember of my
immediate family
receive payment for
relocation expenses as
provided in Parts
302-3 through 302-7
of this subchapter?

How are expenses
paid if amember of
my immediate family
and | areboth
employeesand the
employee member (s) of
my immediate family
and | areboth
eligiblefor a
relocation at
Government expense?

If we select separate
benefitsin

8 302-2.104, how will
we be paid for non-
employee members of
theimmediate family?

Y es, but you will be paid according to the following four rules:

(@) Youand your immediate family must elect separate
benefits as provided in § 302-2.104.

(b) You and employee members of your immediate family
must provide awritten statement that you have elected
separate benefits as provided in § 302-2.108.

(c) Youmay not be considered amember of the immediate
family for purposesof the relocation expenses paid under
this chapter to the member of your immediate family whois
paid rel ocation expenses under part 302-3 through 302-7 of
this subchapter.

(d) Youwill receive only 12.5 percent of the fixed relocation
payment authorized in the vacancy announcement or offer
letter.

Y ou may elect either:

@

(b)

©

To receive your benefits separately, in which instance neither
you nor the other employeesin your immediate family may take
benefits as amember of animmediate family;

To take the benefits for the entire family, in which instance

none of the members of your immediate family may take their
separate benefits, but are treated as a member of your immediate
family; or

To allow another member of your immediate family to take
benefits for the entire family, in which instance you may not
take your separate benefits but you will be treated as a member
of theimmediate family.

Y ou will be paid according to the following rules:

@

(b)

©

A non-employee member of the immediate family may be
treated as amember of the immediate family on only one travel
authorization.

Y ou can receive no benefits for anon-employee member of the
immediate family who is not on your authorization.

Y ou and the employee member(s) of your immediate family
must designate under which authorization (i.e., your
authorization or the authorization of the member of your
immediate family) each non-employee member of the
immediate family will be treated as a member of the immediate
family.



§ 302-2.106

§ 302-2.107

§302-2.108

§302-2.109

If we select separ ate
benefitsin

§ 302-2.104, will we
receivethe same
allowances?

If we select separate
benefitsin

§ 302-2.104, may we
receive payment for
the same expenses?

How will my residence
transactionsbe
reimbursed if | and a
member of my
immediate family elect
separaterelocation
benefits?

How do the members
of my immediate
family and mysdlf
select an option
described in
§302-2.104 (i.e.,
separ ate benefitsor a
single family benefit)?

Y es, but you will not receive benefits for the other employee
members of your immediate family and non-employee members of
your immediate family specified on the other employee members
travel authorization. For example, you and the member of your
immediate family may both receive a miscellaneous expense
allowance.

No. For example, if you and your immediate family member are
selling aresidence, you and a member of your immediate family
may not both claim reimbursement for an appraisal or atitle search
on the same property.

Y ou and your immediate family member will be reimbursed on a

pro rata basis as provided in FAATP Part 302-50. If both your name
and the name of an employee member of your immediate family are
on thetitle of the residence, the following rules apply:

(@  If your permanent change of station isreimbursed under
FAATP Part 302-3 and transfer within the United States, you
will be reimbursed for the appropriate percentage of residence
transaction expenses. The appropriate percentage will be
determined the percentage of your ownership in the residence.

(b)  If your relocation isreimbursed under FAATP Part 302-4
through Part 302-7, you are not eligible for reimbursement of
residence transaction expenses. Therefore, FAA will not pay
for your portion of the residence transactions expenses.

(c) Ifyourrelocationisreimbursed under FAATP 302-8, you are
not eligible for separate reimbursement of residence
transaction expenses. Y ou will have to use your fixed
relocation payment to cover your percentage of the residence
transaction expenses.

Y ou and your immediate family member must provide your
authorizing officials awritten document which:

(& Specifieswhich of the options described in § 302-2.104 you and
members of your immediate family select;

(b) Issigned by you and all employeesin your immediate family;
and

(c) Specifiesunder which authorization (your authorization or the
authorization for your immediate family members) each non-
employee member of your immediate family istreated asa
member of the immediate family.



§302-2.110

§302-2.111

§302-2.112

§302-2.113

§302-8.5

§302-8.6

What mugt | provide Y ou must provide:
with my claim for
reimbur sement when (& A copy of your written sdection document;
amember of my
immediatefamilyisan  (b) A copy of your travel authorization; and
employee?
(c) A copy of thetravel authorization of all employee members of
your immediate family.

Dotherulesin this No.
subpart apply if you

and the employee

member (s) of your

immediate family do

not transfer from the
samelocation?

Dotherulesin this No.
subpart apply if you

and the employee

member (s) of your

immediate family do

not transfer tothe
samelocation?

For purposes of this The same location iswhen your officeis within a35 mile radius of
ubpart, what is the office of the employee member of your immediate family.
considered the“same

location” ?

Part 302-8 is revised by redesignating old 88 302-8.5 through 302-8.10 as new 88
302-8.9 through 302-8.14, respectively; by redesignating old § 302-8.11 as new

§ 302-8.17; and by adding new 88 302-8.5 through 302-8.8 and new 8§ 302-8.15
and 302-8.16 to read as follows:

Must | establish a Yes. If you do not establish aresidence at the new official station,
residenceat the new you are not eligible for afixed relocation payment.

official station to be

eligibletoreceive

fixed relocation

payment?

Am | digiblefor a No. If you return to your old residence and reestablish that home as
fixed relocation your residence, you are not eligible for afixed rel ocation payment.
payment if |

reestablish my old

residence after

establishing anew

residence?



§302-8.7

§302-8.8

§302-8.15

§302-8.16

Dol retain my
eligibility for afixed
relocation payment if
an employee member
of my immediate
familyand | are
transferred tothe
samelocation and the
employee member of
my immediate family
isauthorized payment
for relocation
expensesunder Part
302-3 through 302-7 of
this subchapter?

Dol retain my
digibility for afixed
relocation payment if
an employee member
of my immediate
familyand | are
transferred tothe
same location and we
areboth authorized a
fixed relocation
payment?

Will FAA collect back
thefixed relocation
payment if | receivea
fixed relocation
payment and do not
establish anew
residenceasprovided
in § 302-8.5?

Will FAA collect back
thefixed relocation
payment if | receivea
fixed relocation
payment and
reestablish my old
residence asmy
current residence
after establishing a
new residence as
provided in § 302-8.6?

Yes, if you elect separate benefits as provided in 8 302-2.104 of Part
302-2 of this chapter; however, your fixed relocation payment will

be limited to 12.5 percent of the fixed rel ocation payment authorized
in the vacancy announcement or offer letter. If you elect separate
benefits, you cannot be treated as a member of the immediate family
of the employee member(s) who are authorized payment for
relocation expenses under Part 302-3 through 302-7 of this
subchapter.

Y es, however, only one employee member of your immediate
family may receive 100% of the fixed rel ocation payment authorized
in the vacancy announcement or offer letter. All other employee
members of your immediate family will receive 12.5 percent of the
fixed relocation payment authorized in the vacancy announcement
or offer letter. Therefore, your family must select which employee
member will receive 100 percent of the fixed relocation payment as
provided in Subpart B of Part 302-2 of this chapter.

Yes, if FAA paysyou afixed relocation payment and you do not
establish aresidence at the new official station, FAA will collect
from you the fixed relocation payment.

Yes, if FAA paysyou afixed relocation payment and you
reestablish your old residence as your current residence, FAA will
collect from you the fixed rel ocation payment.



C. Section 302-20.103(c) isrevised by inserting a“(4)” paragraph mark before the
phrase “Y our immediate family must dispose of, or prepare shipment of, your
household goods;” at the end of subsection (d) of the section, and indenting the phrase
to reflect its designation.

d. Section 302-23.6 isrevised by adding a“(e)” subsection designation before the final
phrase “Y ou meet any additiona conditions your line of business, staff office, or the
Office of Chief Counsd hes established” of the section, and indenting the phrase to
reflect its designation.

e Section 302-23.7 is revised by removing the reference “ 8§ 302-2.101", and by adding
in its place, the reference “§ 302-2.104".

f. Section 302-41.11 isrevised by adding a“ (d)” subsection designation before the fina
phrase “ Sudden illness, injury, or death of employee or immediate family member” at
the end of the section, and indenting the phrase to reflect its designation.

s} Section 302-43.205 is amended by removing the reference “ 8§ 302-172" in the
guestion, and by adding in its place, the reference “ 8 302-43.172".

6. Why did we maketherevisonsin this document? Asfollows

a Subpart B of Part 302-2 is amended asfollows:

I.  Section 302-2.100 is amended to clarify that the fixed relocation payment is not
covered by the policy contained in the section. The language does continue the
policy that employeeswho are eigible for a permanent change of gtation (PCS),
atemporary change of station, relocation of a new appointee, return rights, or
“last move home’ benefits can elect to receive separate benefits from their
employee family members.

ii.  Section 302-2.101 is added to reflect that if al employee member(s) of the
immediate family are digible for afixed relocation payment, then only one
member of the immediate family will receive 100 percent of the fixed relocation
payment authorized in the vacancy announcement or offer |etter, and that the
other employee member(s) are digible for only 12.5 percent of the fixed
relocation payment authorized in the vacancy announcement or offer letter.

jii.  Section 302-2.102 is added to reflect that if an employeeisdigible for actud
expense reimbursement of relocation expenses and other employee member(s)
of theimmediate family are digible for afixed relocation payment, then the
employee member(s) of the immediate family who are digible for afixed
relocation payment will receive only 12.5 percent of the fixed relocation
payment authorized in the vacancy announcement or offer letter. If the
employee member(s) of the immediate family eect to take the fixed relocation
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Vii.

viii.

payment, they cannot be treated as a member of the immediate family of the
employee who is authorized actud expense reimbursement of relocation
expenses. This language, however, alows them to eect joint rembursement, in
which case, the employee member(s) will not receive afixed relocation
payment, but can be treated as a member of the immediate family of the
employee who receives actua expense rembursement of relocation expenses.

Section 302-2.103 is added to reflect that if an employeeisdigible for actua
expense reimbursement of relocation expenses and any other employee
member(s) of the immediate family is digible for afixed rdocation payment,
then the employee member(s) of the immediate family who are digible for a
fixed relocation payment will receive only 12.5 percent of the fixed relocation
payment authorized in the vacancy announcement or offer letter. If the
employee member(s) of theimmediate family eect to take the fixed relocation
payment, they cannot be treated as a member of the immediate family of the
employee who isbeing receiving actuad expense reimbursement of relocation
expenses. This language, however, dlows them to dect joint rembursement, in
which case, the employee member(s) will not receive afixed relocation
payment, but can be treated as a member of the immediate family of the
employee who recelves actua expense reimbursement of relocation expenses.

Old 88 302-2.101 through 302-2.106 are redesignated as new 88§ 302-2.104
through 302-2.109 respectively.

Section 302-2.110 is added to clarify that the provisions of Part 302-2 related to
two or more employee members of the immediate family transferring to the

same location does not apply if the employees are not transferring from the

same location.

Section 302-2.111 is added to clarify that the provisions of Part 302-2 related to
two or more employee members of the immediate family transferring to the

same location does not gpply if the employees are not transferring to the same
location.

Section 302-2.112 is added to clearly define the meaning of the same location.

b. Part 302-8 is amended as follows;

Section 302-8.4 is added to clarify that an employee must establish aresidence
a the new officid ation (i.e. must relocate) to be eigible for afixed relocation
payment.

Section 302-8.5 is added to clarify that an employeeis not digible for afixed
relocation payment if the employee reestablishes aresdence a the old
residence.
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iii.  Section 302-8.6 is added to clarify if one employeeisdigible for an actua
expense reimbursement of relocation expenses and other employee member(s)
of the immediate family are digible for afixed relocation payment, thet the
employees digible for afixed relocation payment will receive 12.5 percent of
the fixed relocation payment authorized in the vacancy announcement or offer
letter. 1t reminds them that if the employee member(s) of the immediate family
elects to take separate benefits and receive the fixed relocation payment, then
the employee member(s) receiving the fixed relocation payment will not be
trested as amember of theimmediate family of the employee receiving actud
expense reimbursement of relocation expenses.

iv.  Section 302-8.7 is added to darify that if al employee members of the
immediate family are authorized afixed relocation payment, then only one
member will receive 100 percent of the fixed relocation payment authorized in
the vacancy announcement or offer letter, and dl other employee memberswill
receive 12.5 percent of the fixed relocation payment authorized in the vacancy
announcement or offer letter. The section stresses that the family must
designate in writing which employeeis digible for 100 percent of the fixed
rel ocation payment.

v.  Old 88 302-8.5 through 302-8.10 are redesignated as new 88 302-8.9 through
302-8.14 to reflect the addition of new 88 302-8.5 through 302-8.8.

vi.  Section 302-8.15 is added to clarify that an employee who does not establish a
new residence a the new officid station will be required to repay the fixed
relocation payment.

vii.  Section 302-8.16 is added to clarify that an employee who establishes a new
residence, and subsequently reestablishes aresidence at higher old resdence
will be required to repay afixed relocation payment.

vii.  Old 8 302-8.11 is redesignated as new § 302-8.17 to reflect the addition of new
88 302-8.5 through 302-8.8 and new 88 302-8.15 through 302-8.16.

Section 302-20.103(c) is revised to make an editoria correction. The undesignated
text at the end of the subsection was intended to be designated paragraph (4) of the
subsection. This change makes that editorid change.

Section 302-23.6 is revised to make an editorid correction. The undesignated text at
the end of the section was intended to be designated subsection (€) of the section.
This change makes that editoria change.

Section 302-23.7 is revised to change a cross reference to conform with the changes
made in Part 302-2.
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f. Section 302-41.11 is revised to make an editorial correction. The undesignated text at
the end of the section was intended to be designated subsection (d) of the section.
This change makes that editorial change.

g. Section 302-43.205 is revised to correct a cross reference.

7. What pages must I change in my looseleaf FAATP?

You must remove: And replace with:

Part 302-2, Part 302-2.

Part 302-8 Part 302-8.

Pages 20-5 through 20-6 of Part 302-20; Pages 20-5 through 20-6 of Part 302-20.
Pages 23-3 through 23-4 of Part 302-23; Pages 23-3 through 23-4 of Part 302-23.
Pages 41-3 through 41-4 of Part 302-41; Pages 41-3 through 41-4 of Part 302-41.
Pages 43-1 through 43-2 of Part Pages 302-43; Pages 43-1 through 43-2 of Part 302-43.
Pages 43-9 through 43-10 of Part Pages 302-43; Pages 43-9 through 43-10 of Part 302-43.

o Yo

Acting Assistant Administrator for

Financial Services/
Chief Financial Officer
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