
Detail Change of Station Process
1. Review the NASA’s Guide to A Successful Move.

2. The NSSC receives notification from your Center HR Office via the NSSC Relocation Authorization Web Form and supporting documentation that you have been authorized to relocate.

a. Relocation must be authorized by your Center HR Office prior to incurring relocation expenses.

b. DO NOT start any part of your change of station move prior to receiving the approved travel authorization.

3. The NSSC issues a Travel Authorization (TA) Number.

a. Introductory e-mail sent to the employee, Center, and CI Travel letting them know the TA Number and that a counselor will be contacting the employee within 24 – 48 business hours to begin counseling on authorized entitlements.

4. A Prudential Relocation Counselor will contact you and provide counseling on all entitlements associated with your relocation.

a. Counseling includes:

i. Entitlements and options 

ii. Forms and relevant guides will be discussed and e-mailed 

iii. Follow-up interview will be scheduled to take place within 3 (three) business days.
b. You are responsible for being available for your counseling session.
5. Relocation Counselor completes forms on behalf of employee.

a. Forms completed by counselor:

i. Binding Decision Form (If Temporary Quarters or House Hunting Trip is authorized)
ii. NASA Form (NF) 420 – Service Agreement (1st Duty)
iii. NF 1337 – Service Agreement (Transferees/NASA Flex)
iv. NF 1449 – Information Covering Persons Transferred/Appointed First Duty
b. Completed forms are forwarded by encrypted e-mail, secure fax, or overnight delivery to employee for signature.

c. Employee validates, signs, and returns forms within 3 (three) business days of receipt.

i. Employee notifies their Relocation Counselor of errors/problems.

ii. Employee contacts their Relocation Counselor with any questions or concerns about completed forms.

iii. Relocation Counselor works with employee to resolve any issues or problems regarding the forms.

6. The NSSC contacts the employee to inform them that their forms have been received and forwarded for approval.

a. The NSSC will inquire if all of the employee’s questions were answered and if their experience has been satisfactory up to this point.

b. If there are problems the NSSC will document and forward to appropriate person for action.

c. The NSSC distributes the approved NF 1450, Authorization Change of Station, via e-mail to employee, counselor, and Center.

7. The relocation counselor provides relocation services.

a. Employee provides a voided check.

i. Payments made by electronic funds transfer.
b. Requests for advance.
i. Employees with a NASA Government Travel Card must use a Bank or ATM to receive a travel advance.
ii. Employees without a NASA Government Travel Card may request an EFT cash advance as follows:    
1. Complete Standard Form (SF) 1038 (Advance of Funds Application and Account). Fax to NSSC for approval.
2. Travel Authorization must indicate that a travel advance is authorized.
iii. The following may be funded at 80% of the allowable amount in advance:
1. Per diem, mileage, and common carrier costs anticipated for the employee and family for the PCS move, and for a house-hunting trip, if authorized (FTR 302-4.600, FTR 302-5.16). 

2. Estimated allowable temporary quarter’s subsistence expense for up to 30 days. Employee should apply for a government credit card at new duty station.  
3. Transportation and temporary storage of household goods or transportation of a mobile home, only if by commuted rate method (FTR 302-7.105). 
iv. The following cannot be funded in advance:
1. Miscellaneous expense allowance (FTR 302-16.101).

2. Real estate transactions and unexpired leases                (FTR 302-11.307).

3. Transportation and temporary storage of household goods or transportation of mobile home if by actual expense method (since the Government pays the mover directly) (FTR 302-7.105).

iii. The travel advance cannot be issued earlier than 4 (four) weeks before traveler is expected to incur the related expense.  At least 2 (two) weeks should be allowed to process the advance.
c. Identify and contact real estate agents.

d. Provide information about the area.

e. Arrange transportation of household goods.

f. Assistance for the sale of the employee’s current home and purchase of the employee’s new home.

8. CI Travel makes Arrangements for house hunting trip as required.

9. Submit a separate voucher for each relocation expense.
a. Forms used:

i. Use SF 1012 for every voucher claimed.

1. The following forms will be used in addition to SF 1012:

a. Use SF 1012 back for Enroute and detailed expenses.

b. Use NASA Form (NF) 1500 for Temporary Quarters (Actuals) detailed expenses.

c.  Use NF 1338 for real estate expenses.

b. Submit voucher and required receipts to the NSSC via fax at 1-866-779-NSSC (6772) or email them to nssc@nasa.gov along with the NSSC Receipt Cover Sheet. 
i. Include Travel Authorization Number on all travel vouchers, receipts, and correspondence.

ii. Include all lodging receipts and any receipts $75 or more.

iii. You are required to maintain your original receipts for 6 years 3months per FTR 301.52.4.

10. Voucher is received and audited by the NSSC.

a. The NSSC completes an audit of your voucher and receipts prior to disbursement once all necessary documents are obtained.

b. Payment is made by Treasury.

i. You will receive notification via e-mail once payment has been made by Treasury.

11. Traveler receives payment in appropriate account.

12. Traveler will receive an e-mail with scanned copy of voucher and worksheets showing payment calculation within 2-3 business days of payment.


