Dear Customer,

The NASA Shared Services Center (NSSC) Travel Office is preparing for activities related to calendar year-end closing and 2012 W-2 reporting.  Change of Station reimbursements are included on the employee’s Form W-2 and must be reported to NASA’s Payroll Provider, the Department of Interior, with the pay period ending December 21, 2012.

To allow time for reimbursement and tax file preparation, we would like to process all vouchers that have not been submitted as soon as possible and prior to any deadlines.  Please review the list below and determine if you have any outstanding vouchers and submit them as soon as possible.

Note:  Change of Station vouchers received by the NSSC after the deadlines noted below will not be processed for payment until January 2013.

[bookmark: _GoBack]November 13, 2012 is the deadline for the following vouchers to be received and processed: 

· Relocation Income Tax (RIT) Allowance
· Home Marketing Incentive (HMI) Award
· Storage of Household Goods 
· Household Goods Movement 
· Actual Temporary Quarters (ATQ) 
· Real Estate (Purchase and Sale)
· Constructive Vouchers
· Lease Break

November 28, 2012 is the deadline for the following vouchers to be received and processed: 

· En route
· Househunting
· Fixed/Lump Sum Temporary Quarters
· Miscellaneous Expense

Vouchers should be faxed to the NSSC using the Travel Receipt Cover Sheet located on the   NSSC Customer Service Website.

· Select the “Travel” tab at the top left of the screen.
· From the drop down list, click “Change of Station”.
· Scroll down to the bottom of the page and under the Forms heading, click on “More”.
· Choose NSSC Form 023.  Complete the form online and print it out to include with all travel vouchers, receipts, and correspondence faxed to the NSSC.  The fax number for receiving documents is 1-866-779-6772 (1-866-779-NSSC).

If you have any questions or need further assistance, please contact us at 1-877-677-2123 (1-877- NSSC123) or by e-mail: nssc-contactcenter@nasa.gov. 

Thank you,

NSSC Travel Office
Web:   Change of Station
Fax:  1-866-779-6772
