GENERAL SERVICES ADMINISTRATION

Washington, DC  20405

FEDERAL TRAVEL REGULATION
Proposed GSA Bulletin FTR 10-XX
TO:  
Heads of Federal Agencies, Relocation Service Companies, and Relocation Software Providers
SUBJECT:  
Relocation Allowances—Standard data dictionary for collection of transaction-level data regarding employee relocation
1.  What is the purpose of this bulletin?  The purpose of this bulletin is to publish the data dictionary that large Federal agencies must use in collecting data regarding employee relocation and in reporting such data to GSA.  For this purpose, a “large Federal agency” is one that spends more than $5 million per year on official travel and relocation combined.
2. What is the background of this bulletin? In 1986, Congress amended 5 U.S.C. 5707 for travel and relocation by mandating that GSA collect and report data from certain large agencies (Pub. L. 99-234).  This mandate expired in 1991 but was permanently reinstated in 1994 by Pub. L. 103-329, Sec. 634(c), 5 U.S.C. 5707(c).  This FTR bulletin provides the actual list of data elements, field lengths, coding, definitions, and suggested data sources that Federal agencies must use for collecting data regarding employee relocation and reporting such data on a transaction-level basis to GSA.
3.  What is the effective date of this bulletin?  This bulletin became effective on the [Insert Date Signed Here], when it was signed by GSA’s Acting Associate Administrator for Governmentwide Policy.

4.  When does this bulletin expire?  This bulletin will remain in effect until explicitly cancelled or superseded.

5.  Whom should I call for further information?  For further information, contact Mr. Henry Maury, Office of Governmentwide Policy (M), Office of Travel, Transportation, and Asset Management (MT), General Services Administration at (202) 208-7928 or via e-mail at henry.maury@gsa.gov.

By delegation of the Administrator of General Services, 

(This Bulletin has not been signed and is not yet in effect.  It will go into effect when signed.)
Stan Kaczmarczyk 
Acting Associate Administrator

Office of Governmentwide Policy
Dictionary for Federal Agencies to Report Relocation Data

The purpose of this data dictionary is to provide specific definitions and formats for the Federal agencies that are required to report relocation data to GSA.

GSA publishes this data dictionary in a Federal Travel Regulation (FTR) Bulletin, which GSA updates whenever GSA and the Executive Relocation Steering Committee determine that a change is needed.  This data dictionary is associated with a data warehouse maintained by GSA.  Under the FTR every Federal agency that spends more than $5 million per year on travel and relocation is required to send the data elements listed below to the GSA data warehouse for every relocation transaction, including initial relocation travel orders, amendments, vouchers, payments to third parties, reimbursements, allowances paid, etc. (Agencies that are not required to report are nonetheless welcome to participate).  This data does not have to be sent to GSA in real-time; the FTR requires submission to be at least quarterly, but the data warehouse is structured to accept transmissions up to daily.

Notes:

· Any field related to an event that has not yet occured and/or is not authorized for the specific relocation should be filled with zero(s).  

· All withholding tax allowances should be included only in Field 59.

· This dictionary uses the term “relocation authorization” in place of the more common term, “Travel authorization,” to distinguish between orders for temporary duty travel and an authorization to relocate.

	Field Content
	Field Extended Definition and Coding

	Field #
	Field Name
	Type
	Length
	Suggested Data Source
	

	1
	Agency
	Character
	3
	Relocation authorization
	Agency/bureau code from the standard list published by Treasury’s Financial Management Service.

	2
	Bureau
	Character
	3
	Relocation authorization
	Agency/bureau code from the standard list published by Treasury’s Financial Management Service.

	3
	Fiscal Year
	Numeric
	4
	Relocation authorization
	Four-digit representation of the fiscal year to which the date being reported belong.

	4
	Relocation Identifier
	Numeric
	20
	Relocation authorization
	Unique, numeric identifier assigned by the agency to each relocation authorization.

	5
	Authorization or amendment
	Character
	1
	Relocation authorization
	

	
	Coding for Field 5:
	Code
	Description

	
	
	I
	Initial relocation authorization

	
	
	A
	Amendment to an existing relocation authorization

	6
	Date Of Initial Relocation Authorization
	Numeric date
	10
	Relocation authorization
	Date when the initial relocation authorization was issued/approved, such that it became legally binding on the agency and the transferee. Format = MM/DD/YYYY.

	7
	Obligation Number
	Alpha/

Numeric
	15
	Finance system
	Obligation number applicable to the data being reported.

	8
	Obligation Change Number
	Numeric
	5
	Finance system
	Change number applicable to the data being reported.

	9
	Voucher Number
	Alpha/

Numeric
	20
	Finance system
	Voucher number applicable to the data being reported.

	10
	Sub-voucher Number
	Numeric
	4
	Finance system
	Sub-voucher number applicable to the data being reported.

	11
	Completion Flag
	Character
	1
	Relocation manager
	Flag to identify relocations that have been substantially completed; i.e., for which the relocation manager expects no further transactions.  Filled automatically with “N” when a relocation is initiated.  Entering a “Y” will not automatically prevent entering information at a later date.

	
	Coding for Field 11:
	Code
	Description

	
	
	Y
	Yes – Substantially completed.

	
	
	N
	No – Not substantially completed.

	12
	Action Date
	Numeric date
	10
	Finance or relocation management system
	Date on which this obligation, change order, voucher, sub-voucher, or completion flag was entered into the finance or relocation management system. 

Format = MM/DD/YYYY.

	13
	Type Of Relocation
	Character
	1
	Relocation authorization
	One of the seven basic types of relocation.

	
	Coding for Field 13:
	Code
	Description

	
	
	A
	Agreement under the Government Employees Training Act

	
	
	C
	Temporary change of station

	
	
	D
	Short Distance Transfer

	
	
	N
	New employee/new appointee

	
	
	O
	Return from OCONUS for Separation

	
	
	P
	Critical Pay Employee

	
	
	R
	Tour Renewal Agreement Travel

	
	
	S
	SES final move home

	
	
	T
	Transfer (i.e., typical permanent change of station)

	14
	Starting Location
	Character
	1
	Relocation authorization
	Category of location from which the transferee is moving

	
	Coding for Field 14:
	Code
	Description

	
	
	C
	CONUS

	
	
	N
	OCONUS Non-foreign

	
	
	F
	OCONUS Foreign

	15
	Ending Location
	Character
	1
	Relocation authorization
	Category of location to which the transferee is moving

	
	Coding for Field 15:
	Code
	Description

	
	
	C
	CONUS

	
	
	N
	OCONUS Non-foreign

	
	
	F
	OCONUS Foreign

	16
	Number Of People Traveling For Househunting
	Numeric
	1
	Relocation authorization
	Number of people authorized to travel on the househunting trip (HHT)

	17
	HHT Reimburse-ment Method
	Character
	1
	Finance system
	Method chosen to calculate the HHT reimbursement

	
	Coding for Field 17:
	Code
	Description

	
	
	L
	Lump Sum

	
	
	A
	Actual Expense

	18
	Total Cost Of HHT
	Whole dollars
	6
	Finance system
	Total cost of the HHT for everyone traveling – enter estimate when available; enter actual when the transferee is reimbursed.

	19
	En Route Travel Method
	Character
	1
	Relocation authorization
	Mode of travel en route to new duty station

	
	Coding for Field 19:
	Code
	Description

	
	
	A
	Air

	
	
	P
	POV

	
	
	T
	Train

	
	
	B
	Boat

	
	
	C
	Combined POV and common carrier

	
	
	O
	Other, or none

	20
	En Route Travel Miles
	Numeric
	5
	Relocation authorization
	Total miles by the shortest route between old and new duty stations; enter actual miles when the transferee is reimbursed.

	21
	En Route Travel Days
	Numeric
	2
	Relocation authorization
	Number of days actually used; enter actual days when the transferee is reimbursed.

	22
	En Route Travel Transportation Cost
	Whole dollars
	6
	Finance system
	Total transportation cost of the en route trip for everyone traveling; enter actual cost when the transferee is reimbursed.

	23
	En Route Travel Per Diem Cost
	Whole dollars
	6
	Finance system
	Total per diem for the actual days used for the en route trip for everyone authorized per diem; enter actual cost when the transferee is reimbursed.

	24
	TQ Reimburse-ment Method
	Character
	1
	Relocation authorization
	Method by which the agency reimburses the transferee for TQ expenses.

	
	Coding for Field 20
	Code
	Description

	
	
	L
	Lump Sum

	
	
	A
	Actual Expense

	25
	TQ Days Initially Authorized
	Numeric
	3
	Relocation authorization
	Number of days initially authorized in temporary quarters (TQ).

	26
	TQ Days Actually Used
	Numeric
	3
	Travel worksheet
	Number of days when TQ are actually occupied, or number of days used in lump sum calculation.

	27
	TQ Cost
	Whole dollars
	6
	Finance system
	Total cost of TQ; enter estimate when available; enter actual(s) when the transferee is reimbursed or supplier is paid.

	28
	Personnally Procured Move
	Character
	1
	Finance System
	Flag to identify a relocation where the employee has hired the household goods mover him/herself, as opposed to the agency hiring the household goods mover.

	
	Coding for Field 28:
	Code
	Description

	
	
	Y
	Yes – Personnally procured move.

	
	
	N
	No – Agency procured move.

	29
	HHG Net Weight
	Numeric
	5
	Bill of lading
	Weight in pounds of the household goods (HHG) shipment, including packing materials; use the final tare weight.

	30
	HHG Shipment Cost
	Whole dollars
	6
	Relocation authorization (est.) or Bill of lading (actual)
	Total cost of the HHG shipment cost, including accessorial charges and employee cost if overweight; enter actual(s) when the carrier(s) is(are) paid.

	31
	UAB Weight
	Numeric
	5
	Bill of lading
	Total weight of all unaccompanied baggage (UAB); actual if available, calculated if not.

	32
	UAB Shipment Cost
	Whole dollars
	6
	Bill of lading
	Final cost of shipping all unaccompanied baggage, including employee cost if overweight.

	33
	PBP & E Weight
	Numeric
	5
	Bill of lading
	Total weight of professional books, papers, and equipment (PBP&E), if weighed and billed separate from the HHG.

	34
	PBP&E Shipment Cost
	Whole dollars
	6
	Bill of lading
	Total cost of shipping PBP&E, if weighed and billed separate from the HHG. Enter estimate when available; enter actual(s) when the carrier(s) is(are) paid.

	35
	SIT Days Authorized
	Numeric
	3
	Relocation authorization
	Number of days authorized for storage in transit (SIT)

	36
	SIT Days Actually Used
	Numeric
	3
	Bill of lading
	Number of days of SIT actually used.

	37
	SIT Total Cost
	Whole dollars
	6
	Bill of lading
	Total cost of SIT; enter actual(s) when the carrier(s) is(are) paid.

	38
	Extended Storage Days Authorized
	Numeric
	3
	Relocation authorization
	Number of days authorized for extended storage.

	39
	Extended Storage Days Actually Used
	Numeric
	3
	Storage Voucher
	Number of days of extended storage actually used.

	40
	Extended Storage Total Cost
	Whole dollars
	6
	Storage voucher
	Total cost of extended storage; enter actual(s) when the carrier(s) is(are) paid.

	41
	Number Of POVs Shipped
	Numeric
	1
	Bill of lading
	Total number of personally owned vehicles (POVs) shipped in connection with this relocation.

	42
	Cost Of POV Shipments
	Numeric
	5
	Bill of lading
	Total cost of all POV shipments in connection with this relocation.

	43
	Number Of POVs Stored
	Numeric
	1
	Storage voucher
	Total number of POVs stored in connection with this relocation.

	44
	Cost Of POV Storage*
	Whole dollars
	6
	Storage voucher
	Total cost of storing POVs in connection with this relocation.

	45
	Cost Of Mobile Home Or Houseboat Shipment
	Whole dollars
	6
	Bill of lading
	Total cost of shipping a mobile home or houseboat.

	46
	Type Of Home Sale Transaction
	Character
	1
	Relocation authorization
	Home sale program used in connection with this relocation

	
	Coding for Field 40:
	Code
	Description

	
	
	B
	Buyer Value Option

	
	
	M
	Amended Value

	
	
	P
	Appraised Value

	
	
	D
	Direct Reimbursement

	47
	Guaranteed Home Sale Indicator
	Character
	1
	Relocation authorization
	Indicates whether the agency guaranteed that the transferee’s home would be purchased by a relocation services contractor in the event that the transferee was not able to sell it himself/herself after a specified period of time.

	
	Coding for Field 41:
	Code
	Description

	
	
	Y
	Yes – Home purchase was guaranteed

	
	
	N
	No – Home purchase was not guaranteed

	48
	Final Selling Price Of Home
	Whole dollars
	7
	HUD 1
	Final selling price of the transferee’s home at the old duty station.

	49
	Total Fees Paid To Relocation Services Contractors
	Whole dollars
	7
	Finance system
	Total fees paid to relocation services contractor(s) in connection with this relocation, including closing costs billed directly to the contractor(s).

	50
	Direct Bill Indicator
	Alpha
	1
	HUD-1
	Indicates whether or not some closing costs were billed directly to a contractor.

	
	Coding for Field 49:
	Code
	Description

	
	
	Y
	Some (not necessarily all) closing costs were billed directly to a relocation services contractor

	
	
	N
	All closing costs were paid by the seller and buyer.

	51
	Home Sale Cost Reimbursement To Transferee
	Whole dollars
	7
	HUD-1
	Reimbursement to the transferee of home sale costs, excluding Withholding Tax Allowance gross-up.

	52
	Days On Market
	Numeric
	3
	Broker or transferee
	Total number of days from initial listing to final closing on the transferee’s home at the old duty station, regardless of whether closing costs are reimbursed directly or paid through a homesale program.

	53
	Home Marketing Incentive Payment
	Whole dollars
	6
	Finance system
	Payment to the transferee to encourage participation in the agency’s home sale program and to independently and aggressively market his/her residence.

	54
	Purchase Price Of New Residence 
	Whole dollars
	7
	HUD 1
	Final purchase price of the new home into which the transferee moves at the new duty station.

	55
	Total Home Purchase Expense Reimbursement
	Whole dollars
	7
	Finance system
	Total reimbursement to the transferee for closing costs in purchasing a home at the new duty station.

	56
	Lease Termination Payment Indicator
	Character
	1
	Finance system
	Indicates whether the agency reimbursed the cost of breaking a lease.

	
	Coding for Field 55:
	Code
	Description

	
	
	Y
	Yes – Agency reimbursed lease termination expense.

	
	
	N
	No – Agency did not reimburse lease termination expense.

	57
	Total Reimburse-ment For Unexpired Lease Expenses
	Whole dollars
	6
	Finance system
	Total reimbursement to the transferee for expenses in connection with settlement of an unexpired lease.

	58
	Total Cost of Prop. Mgmt. Services
	Whole dollars
	6
	Finance system
	Total reimbursement for expenses in connection with managing property owned by the transferee.

	59
	Miscellaneous Expense Allowance
	Whole dollars
	6
	Finance system
	Total allowance for miscellaneous expenses.

	60
	Withholding Tax Allowance
	Whole dollars
	6
	Finance system
	Total of all withholding tax allowances.

	61
	Relocation Income Tax Allowance
	Whole dollars
	6
	Finance system
	Total of all allowances for relocation income taxes.

	
	Total Number of Characters
	
	295
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