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From: Heckman, Dana (NIH/NCI) [E]
To: NCI DCTD Travel Planners; 
Subject: FW: Relocation Voucher Preparation Fee
Date: Tuesday, March 22, 2011 9:44:28 AM
Attachments: NIH - AO Voucher Review notification.docx 


Please see the following information about relocation travel, and updated fees.
 
Danielle, please put this on the ARC website under travel.
 
            Dana Heckman
            Deputy ARC Manager, DCTD
 
 
From: Carney, Deborah (NIH/NCI) [E]  
Sent: Tuesday, March 22, 2011 9:25 AM 
To: Bishop, Jamie (NIH/NCI) [E]; Canty-Collins, Roberta (NIH/NCI) [E]; Condon, 
Aaron (NIH/NCI) [E]; Corey, Christopher (NIH/NCI) [E]; Corum, Ashley (NIH/NCI) 
[E]; Culley, Nicole (NIH/NCI) [E]; Curington, Christina (NIH/NCI) [E]; Daley, Leonie 
(NIH/NCI) [E]; Davis, Brett (NIH/NCI) [E]; Dixon, Debra (NIH/NCI) [E]; Gabossy, 
Andrea (NIH/NCI) [E]; Grove, Linda (NIH/NCI) [E]; Guyton, Vanessa (NIH/NCI) 
[E]; Haggerty, Kelly (NIH/NCI) [E]; Haller, Denise (NIH/NCI) [E]; Heckman, Dana 
(NIH/NCI) [E]; Holden, Nina (NIH/NCI) [E]; Hunter, Sabrina (NIH/NCI) [E]; 
Kapinos, Kathryn (NIH/NCI) [E]; Knight, Karen (NIH/NCI) [E]; Lowery, Amber (NIH/
NCI) [E]; Meredith, Kristin (NIH/NCI) [E]; Moon, Annie (NIH/NCI) [E]; Muhammad, 
Maryam (NIH/NCI) [E]; Peigh, Alan (NIH/NCI) [E]; Perkins, Josephine (NIH/NCI) 
[E]; Richardson, David (NIH/NCI) [E]; Robinson, Carrie (NIH/NCI) [E]; Smith, Pritee 
(NIH/NCI) [E]; Solomon, Lester-Mark (NIH/NCI) [E]; Stewart, Nichole (NIH/NCI) 
[E]; Wilkins, Becky (NIH/NCI) [E]; Williams, Rashida (NIH/NCI) [E] 
Subject: FW: Relocation Voucher Preparation Fee 
Importance: High
 
NCI HPOCs:  please forward this email to your planners and approvers regarding 
the relocation voucher preparation fee.
 
If you have any questions, contact me at 301-496-2678.
 
Thanks,
Deb
 


From: Howard, Florence (NIH/OD) [E]  
Sent: Friday, March 18, 2011 6:45 PM 
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			Brian Stranghoner, CRP, GMS


Account Executive 


Prudential Relocation


16260 N. 71st Street


Scottsdale, AZ  85254


(480) 778-6520 (phone)


(866) 550-6430 (fax)


brian.stranghoner@prudential.com











September 30, 2010











NIH Administrative Officers


National Institutes of Health


9000 Rockville Pike


Bethesda, MD  20892








RE:  NIH Voucher Review and Preparation





In keeping with Prudential’s commitment to provide the National Institutes of Health ongoing process improvements in the relocation program, it has become necessary to update the voucher review and preparation process fee.  





Based on the scope of work necessary for travel arrangements, voucher review, processing and modifications, it has become necessary to update the voucher processing to a discounted schedule fee of $375 per file.  The update encompasses all employees or moves types that require voucher review and processing.  











Voucher Review and Preparation - $375


1) PCS - FTE


2) Non-FTE – Visiting Fellow, IRTA, CRTA, ETC


3) New Appointees – FTE


4) PPT Moves (Civilian & Officers)











Please update your records to allow for the allocation of the updated voucher fee.  We recommend the simultaneous receiving of funds for both the voucher and entitlement processing.  Please contact your Prudential Account Management Team, Brian Stranghoner or Ms. Kerri Amman at 480-778-6283 if you have any questions.  We will be happy to provide any additional details and guidance concerning the updates.  Thank you.





Sincerely,








Brian Stranghoner CRP, GMS


Account Executive 


Prudential Real Estate and Relocation Services


Office:  480-778-6520
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To: List ICTRAVELPOC-L 
Subject: Relocation Voucher Preparation Fee 
Importance: High
 
    
TO:                         NIH Travel Community
 
SUBJECT:             Relocation Voucher Preparation Fees
 
On October 1, 2010, the General Services Administration (GSA) approved and 
released a pricing schedule to vendors that provide Move Management Services to 
government agencies.  This pricing schedule permits Prudential Relocation Services 
to charge an additional voucher fee for relocation travel arrangements, voucher 
review and processing.  The fee for this service is $375.  This cost is in addition to 
the $289 Policy and Counseling fee that Prudential Relocation Services already has 
in place.   The voucher preparation fee will apply to the following appointments:
 


•         PCS – FTE (Mandatory)


•         Non-FTE  - Visiting Fellow, IRTA, CRTA (Discretionary) (See Note 1)


•         New Appointees – FTE (Mandatory)


•         PPT Moves (Personally Procured Transportation, Commissioned Officers 
Only)


 
Note 1:  A Non-FTE Fellow with a NTE $3,000 limit may perform a Self Move.   A 
Self Move is when a Non-FTE person  rents a U-Haul  truck and move their own 
household goods and personal effects to the new duty station.  The entitlements 
for a Self Move include en route travel, per diem and shipment of household goods 
via a U-Haul rental truck, etc.   The following forms are necessary to process a Self 
Move:
 


•         Form NIH 2028-1 “Request for Permanent Change of Station Orders”  
(Non-FTE  Fellows))
•         Fellowship Request Form or Offer Letter for IRTA’s, CRTA’s and Visiting 
Fellows


 
The IC must prepare a 1)Manual Travel Order; 2) Provide the proper accounting 
classifications and funds; 3)Obtain appropriate signatures and 4)forward the 
Manual Travel Order, Form 2028-1, Fellowship Request Form/Offer Letter to the 







Office of Financial Management (OFM) for obligation into the financial system.  
The employee must provide all moving receipts (rental, gas and packing materials, 
etc.) to the IC to process the voucher reimbursement.  You may contact the 
Division of Logistic Services (DLS) Project Officer at (301) 496-1595 for any 
assistance with processing a Self Move for a Non-FTE Fellow.    
 
Note 2:  When submitting an application package (2028 or 2028-1, 355, 50/52, or 
offer letter) the Order for Supply of Services must be included.  If you have 
questions please feel free to contact DLS, Project Officer.  
 
Please find an attachment from Prudential Relocation Services referencing the 
additional service fee.  Please disseminate this information within your IC 
accordingly.  If there are any questions in regards to the information above, 
contact the DLS Project Officer at 301 496-1595 for assistance.
 
 





