COMMONWEALTH OF PENNSYLVANIA

STD-202

REV. 08/06
	REQUEST FOR TRANSFER TRAVEL STATUS/MOVING EXPENSES

(To determine whether you qualify for Transfer Travel Status/Moving Expenses,

answer criteria questions on reverse side before completing form.)

	REQUESTING AGENCY
	REQUEST DATE

	     

	     

	PERSON TO CONTACT
	TELEPHONE
	TRANSFER/TRAVEL START DATE

	     

	     
	     

	EMPLOYEE NAME
	EMPLOYEE NO.

	     

	     

	SOCIAL SECURITY NUMBER
	DATE OF EMPLOYMENT WITH AGENCY

	     

	     

	OLD HEADQUARTERS AND CODE NO.
	NEW HEADQUARTERS AND CODE NO.

	     

	     

	ADDRESS
	ADDRESS

	     

	     

	Number of miles from employee’s OLD RESIDENCE to NEW WORKPLACE
	     

	
	

	
	

	Number of miles from employee’s OLD RESIDENCE to OLD WORKPLACE
	     

	If LESS than 50 miles, all expenses are taxable.
	     

	1. A copy of the employee’s notification from his/her agency stating the effective date of transfer MUST be attached.  The notification should state which of the five criteria outlined in Management Directive 625.3, section 3b, is applicable.

2. Moving expenses MUST be submitted separate from other travel.

3. STD-191, Travel Expense Voucher, MUST be marked “Moving Expenses” across the top of the TEV before submitting.

4. A copy of this document MUST be attached to EACH TEV submitted for “Transfer Travel Expenses” and also to the completed STD-272, Firm Quoted Price Agreement, (which should be sent to your Comptroller’s Office).

5. When exercising the need for a 30-day extension, the Agency MUST notify the Bureau of Commonwealth Payroll Operations – Travel Audits Division (BCPO-TAD) by memo.



	I certify that the above information is correct to the best of my knowledge.  I understand I will be notified of any Social Security, Medicare Tax due, and that I will be responsible for any Federal Income Tax I may owe on taxable expenses.

	EMPLOYEE SIGNATURE


	DATE



	(   AUTHORIZATIONS   (

	AGENCY AUTHORIZED SIGNATURE


	DATE



	BCPO-TAD AUTHORIZED SIGNATURE


	DATE



	Forms/Questions should be directed to:             Bureau of Commonwealth Payroll Operations/Travel Audit Division

                                                                            333 Market Street, 19th Floor             

                                                               P.O. Box 8006

                                                                            Harrisburg, PA 17105

                                                               (717) 772-5325


DISTRIBUTION:          EMPLOYEE          BCPO          AGENCY          AGENCY COMPTROLLER

	TRANSFER TRAVEL STATUS/MOVING EXPENSES CRITERIA

To qualify for Transfer Travel Status, you must meet BOTH of the following criteria as described in Management Directive 625.3 amended, Moving Employee Household Goods and Commonwealth Property.  

	3a.  Section 216 of the Administrative Code authorizes payment for moving an employee’s household goods upon approval of the Governor and under the following conditions:

	PLEASE ANSWER THE FOLLOWING:

YES OR NO

	     

	1.  The employee has been employed by the same agency for MORE than one year.

	     

	2.  The employee is required by the head of the agency, by which employed, to change residence from one place in Pennsylvania to another.

	· If you answered “YES” to BOTH questions above, continue with the next criteria section.

	· If you answered “NO” to either question, you are NOT ELIGIBLE for reimbursement of moving expenses.

	3b.  Per Management Directive 625.3 amended, “An employee is considered to have been required to move in the following instances:

	PLEASE ANSWER THE FOLLOWING:

YES OR NO

	     

	1.  When the employee would be terminated if he or she did not relocate as directed by the employing agency.

	     

	2.  When the employee is requested to relocate by the employing agency because the agency considers the relocation to be in the best interest of the agency.  If the employee refuses to move, his or her employment will not be jeopardized.

	     

	3.  When an employee applies for a position that, at the time of application did not require relocation, but when the employee is offered the position, it has been transferred to another locality and the employee, as a condition of accepting the position, must relocate.

	     

	4.  When an employee is a State Police Officer and accepts a position or promotion that requires relocation.

	     

	5.  Any other situation where an employee DID NOT make a VOLUNTARY decision to relocate, but must relocate due to a management decision.

	· If you answered “YES” to ONE of the above, please submit a copy of this completed form to BCPO-TAD.

	· If you answered “NO” to ALL 5 questions and require additional information, please review Management Directive 625.3, Moving Employee Household Goods and Commonwealth Property, or contact your Agency Travel Coordinator.

	PLEASE NOTE

     A Commonwealth employee (other than a State Police Officer) who applies for a position, which at the time of application would require relocation, is NOT ELIGIBLE for reimbursement of moving expenses.


