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1.  PURPOSE.  The purpose of this Procedural Guide is to document the proper processes and 

procedures used to process Permanent Changes of Station (PCS) at the Department of Defense 

Education Activity (DoDEA). 

 

 

2.  APPLICABILITY.  This Procedural Guide applies to the Office of the Director, DoDEA; the 

Director, Domestic Dependent Elementary and Secondary Schools, and Department of Defense 

Dependents Schools, Cuba (DDESS/DoDDS-Cuba); the Director, Department of Defense 

Dependents Schools, Europe (DoDDS-E); the Director, Department of Defense Dependents 

Schools, Pacific, and Domestic Dependent Elementary and Secondary Schools, Guam (DoDDS-

P/DDESS-Guam), (hereafter collectively referred to as “DoDEA Area Directors”); and, all 

DoDEA District Superintendents, school administrators, and supervisors.  

 

 

3.  DEFINITIONS.  See Glossary. 

 

 

4.  GUIDANCE.  This Procedural Guide captures all required inputs, service providers, financial 

systems, outputs, and dependencies involved in PCS travel at DoDEA.  PCS will be managed in 

accordance with References (a) through (e).  

 

5.  ROLES AND RESPONSIBILITIES.  See Enclosure 1. 
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1.  DIRECTOR, DEPARTMENT OF DEFENSE EDUCATION ACTIVITY (DODEA).  The 

Director, DoDEA, shall oversee the implementation of this Procedural Guide.  

 

 

2.  DODEA AREA DIRECTORS AND DISTRICT SUPERINTENDENTS.  The DoDEA Area 

Directors and District Superintendents, under the authority, direction, and control of the Director, 

DoDEA, shall ensure that district and school policies reflect those contained in this Procedural 

Guide.  

 

 

3.  DODEA SCHOOL PRINCIPALS.  The DoDEA School Principals, under the authority, 

direction, and control of the cognizant DoDEA District Superintendent, shall:  

 

a.  Comply with the policies and procedures in this Procedural Guide.  

 

b.  Ensure current school policies and procedures are aligned with this Procedural Guide. 

 

c.  Establish new policies and procedures, as needed, to implement the guidance described 

herein. 

 

 

4.  DODEA SUPERVISORS AND EMPLOYEES.  The DoDEA Supervisors and Employees 

shall comply with the policies and procedures in this Procedural Guide.  

 

 

5.  TRAVELERS.  Travelers are DoDEA employees traveling in accordance with Reference (c).  

 

 

6.  CHIEF, RESOURCE MANAGEMENT DIVISION (RMD), DODEA HEADQUARTERS 

(HQ).  DoDEA Chief, RMD HQ shall: 

   

a.  Broadly oversee the funding authority authorized in this Procedural Guide and verify that 

the established fund cite limits are within established legal authorities. 

 

b.  Further delegate funding approval to Supervisory Budget Analysts for travel purposes.   

 

 

7.  DODEA HQ RMD FINANCIAL ANALYST.  DoDEA HQ RMD Financial Analyst is 

responsible for receiving Permanent Change of Station (PCS) request packages from the Defense 

Logistics Agency (DLA) Human Resources (HR) office; and, for reviewing travelers’ 

Department of Defense (DD) Form 1614, “Request/Authorization for DoD Civilian Permanent 
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Duty or Temporary Change of Station (TCS) Travel,” (Enclosure 3) for accuracy and 

completeness before entering the funding estimates and fund citation.  Additional responsibilities 

include: 

 

a.  Ensure the PCS obligation information in the Travel Order Processing System (TOPS) 

Online is accurately reflected in DoDEA Washington Headquarters Services Allotment 

Accounting System (WAAS). 

 

b.  Receive incoming travel vouchers; confirm all vouchers are supported by receipts; and, 

verify that vouchers correspond to the entitlement described in the original travel authorization 

and amendments. 

 

 

8.  DODEA HQ RMD SUPERVISORY TRAVEL BUDGET ANALYST.  The DoDEA HQ 

RMD Supervisory Travel Budget Analyst serves as the authorizing official for PCS travel 

authorizations and vouchers.  He/she may further delegate authorization authority to DoDEA HQ 

RMD Financial Analysts for travel purposes. 

 

 

9.  DODEA HQ RMD FINANCIAL SYSTEMS ANALYST.  The DoDEA HQ RMD Financial 

Systems Analyst is responsible for managing the TOPS Online and DoDEA WAAS databases, 

and for ensuring the success and accuracy of the daily TOPS-DoDEA WAAS interface.  

 

 

10.  DLA.  DLA shall comply with the Service Level Agreement (SLA) established with 

DoDEA to provide travel entitlement services to authorized DoDEA travelers engaging in PCS 

moves.  DLA HR receives and reviews initial requests for PCS; and, the DLA HR Specialist 

signs DoDEA travelers’ PCS travel authorizations as the approving official (AO).  
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1.  TRAVEL AUTHORIZATION REQUESTS.   

 

a.  If the traveler is a current DoDEA employee with a Common Access Card (CAC), he/she 

logs into TOPS Online to create a DD Form 1614.   

 

(1)  If the traveler is a new DoDEA employee, DoDEA HR initiates orders based on 

information gathered from the employee. 

 

(2)  The DD Form 1614 is saved in TOPS Online as a “Draft” order.   

 

b.  The traveler completes one of the following transportation agreements:  DD Form 1616, 

“Transfer of Professional School Personnel Outside the Continental United States (OCONUS)” 

(Enclosure 4); DD Form 1617, “Transfer of Civilian Employees OCONUS” (Enclosure 5); or, 

DD Form 1618, “Transfer of Civilian Employees to and within Continental United States 

(CONUS)” (Enclosure 6).   

 

c.  After completing the transportation agreement, the traveler submits the DD Form 1614 via 

TOPS and e-mails all required supporting documentation to DLA HR for processing.  DLA HR 

will upload the supporting documentation (e.g. transportation agreements) into TOPS.  

 

d.  Once DLA HR receives the PCS request package from the traveler, the DLA HR 

Specialist reviews the initial draft of the DD Form 1614 to determine applicability of PCS travel 

entitlements.  The DLA HR Specialist serves as the Approving Official (AO). 

 

(1)  If the AO discovers inaccuracies, he/she follows up with the traveler directly to correct 

incomplete or inaccurate data.   

 

(2)  Once the information is accurate and in accordance with the Joint Travel Regulations 

(JTR), the AO digitally signs the DD Form 1614 and changes the status to “Appr. Signed.” 

 

e.  Once the DD Form 1614 is “Appr. Signed” in TOPS, the DoDEA HQ RMD Financial 

Analyst reviews the DD Form 1614 for accuracy and completeness.    

 

(1)  If the DD Form 1614 is inaccurate or incomplete, the DoDEA HQ RMD Financial 

Analyst returns the form to DLA HR and changes the status to “Appr. Signed?” 

  

(2)  If the DD Form 1614 is accurate and complete, the DoDEA HQ RMD Financial 

Analyst enters the funding estimates and fund citation, changing the status of the document to 

“Fund Cited.”  Travel authorizations have separate lines of accounting (LOAs) for each object 

class and program code – with dollar amount obligations noted for each type – to allow for the 

proper distribution of obligations in DoDEA WAAS. 
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f.  Serving as the authorizing official, the DoDEA HQ RMD Supervisory Travel Budget 

Analyst reviews the DD Form 1614 for accuracy and completeness in TOPS, ensuring there is 

sufficient funding based on the daily monitoring report.  

 

(1)  If the DoDEA HQ RMD Supervisory Travel Budget Analyst notices errors or 

discrepancies in the fund citation, the DD Form 1614 is returned to the DoDEA HQ RMD 

Financial Analyst for correction by changing the status to “Fund Cited?”; the DoDEA HQ RMD 

Financial Analyst returns the form to DLA HR for correction and changes the status to “Appr. 

Signed?”   

 

(2)  If the information is accurate and in accordance with the JTR, the DoDEA HQ RMD 

Supervisory Travel Budget Analyst digitally signs the DD Form 1614, changing the status to 

“Fiscal Signed.”  This status indicates to the DLA HR specialist that the DD Form 1614 is 

complete, and the obligation may be recorded in DoDEA WAAS. 

 

g.  The DLA HR Specialist updates the status of the DD Form 1614 to “Complete,” and 

notifies the traveler that their travel authorization for the PCS move is approved. 

 

 

2.  WAAS INTERFACE.  Daily, a DoDEA HQ RMD Financial Systems Specialist downloads 

the obligation batch as a text file from TOPS Online.  To ensure obligations in the batch are 

correct, each travel authorization records separate LOAs for object classes and program codes 

and notes the dollar amount obligated.  The DoDEA HQ RMD Financial Systems Specialist 

converts this text file into a DoDEA WAAS format with financial data broken down by limit, 

object class, and program codes. 

 

a.  The DoDEA HQ RMD Financial Systems Specialist uploads the obligation data as an 

Excel file into DoDEA WAAS. 

 

b.  Once the data is uploaded to DoDEA WAAS, the DoDEA HQ RMD Financial Analyst 

compares the individual amounts approved in TOPS, the funding total on the orders completed 

the day before, and the information reflected in WAAS. 

 

(1)  If differences are identified, the DoDEA HQ RMD Financial Analyst notifies the 

DoDEA HQ RMD Financial Systems Specialist. 

 

(2)  If the batch totals reconcile, the DoDEA HQ RMD Financial Analyst validates the 

batch in WAAS. 

 

c.  The DoDEA HQ Accounting Branch submits and updates the batch. 
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d.  The DoDEA HQ RMD Supervisory Travel Budget Analyst receives a daily monitoring 

report from the accounting database, which reflects the obligations and disbursements made 

against the DoDEA PCS LOAs.   

 

(1)  The monitoring report is generated from the DoDEA WAAS Mart database, which 

allows users to obtain DoDEA WAAS data in user-specified formats.   

 

(2)  The reports are assigned to a DoDEA HQ RMD Financial Analyst for review and 

corrective action, if needed. 

 

e.  The DoDEA HQ RMD Financial Analyst reviews the monitoring report by electronic 

document numbers (EDNs) to identify overaged obligations, negative unliquidated obligations 

(NULOs), or any disbursements that were over $25,000 for household goods (HHG) or over by 

$500 for travel and miscellaneous expenses.  In these instances, the DoDEA HQ RMD Financial 

Analyst provides supporting documentation to support their validation of the transactions. 

 

f.  Using the DoDEA HQ RMD Financial Analyst’s analysis, the DoDEA HQ RMD 

authorizing official (i.e. the DoDEA HQ RMD Supervisory Travel Budget Analyst or designated 

DoDEA HQ RMD Financial Analyst) verifies each transaction by carefully reviewing EDNs and 

ensuring each disbursement is valid, accurate, complete, and timely. 

 

(1)  If the transaction is invalid, the DoDEA HQ RMD authorizing official initiates the 

appropriate adjustment.   

 

(2)  If the transaction is valid, the DoDEA HQ RMD authorizing official evaluates the 

overaged status of the travel authorization, the age of the EDN, and the associated outstanding 

balance. 

 

(a)  If the balance is not overaged, no further action is required. 

 

(b)  If the balance is overaged, the amount is compared to the DoDEA-established 

materiality guidelines. 

 

1.  If the amount falls below the threshold, the process is initiated to de-obligate the 

outstanding balance. 

 

2.  If the amount is above the threshold, the DoDEA HQ RMD authorizing official 

assigns the document to a DoDEA HQ RMD Financial Analyst for monitoring and additional 

follow-up. 
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g.  The DoDEA HQ RMD Financial Analyst prepares a transmittal form of funding changes 

for all de-obligations or additional obligations (Enclosure 7), attaching all supporting 

documentation for review. 

 

(1)  The DoDEA HQ RMD Financial Analyst signs and dates the transmittal form before 

sending to their supervisor for review.  The DoDEA HQ RMD Supervisory Travel Budget 

Analyst signs and dates the transmittal form as the approver, and gives the package to the 

DoDEA HQ Accounting Division to update the changes in DoDEA WAAS. 

 

h.  Once the DoDEA HQ Accounting Division updates DoDEA WAAS, a DoDEA HQ RMD 

Financial Analyst reviews DoDEA WAAS to ensure the changes were made.  He/she signs and 

dates the transmittal to evidence review.  

 

i.  The signed transmittal is scanned and retained on DoDEA HQ RMD’s secure shared drive. 

 

 

3.  PCS TRAVEL, ARRANGEMENTS, AND BILLING. 

 

a.  Once the DLA HR Specialist updates the status of the DD Form 1614 to “Complete” and 

notifies DoDEA that their PCS travel orders have been approved, the traveler completes their 

PCS move as authorized.  The PCS move may include entitlements for:  transportation of the 

traveler and authorized dependents to the new duty site, including per diem for the duration of 

the travel; round trip expenses related to house hunting, including transportation, lodging, and 

per diem; temporary quarters subsistence expenses; household goods (HHG) shipment; and, 

other authorized expenses. 

 

b.  If the PCS move is conducted by a Government provider or contractor, DoDEA is billed 

directly through the Travel Management Office (TMO); for PCS per diem costs and for PCS 

moves not conducted by a Government provider or contractor, the employee must assemble and 

submit supporting documentation to DoDEA, including the authorized DD Form 1614; all 

receipts for lodging, meals, and incidental expenses; and, a DD Form 1351-2, “Travel Voucher 

or Subvoucher” (Enclosure 8). 

 

(1)  HHG is usually moved by the U.S. Army, Navy, or Air Force.  An arrangement exists 

between DoDEA and the Services in which the Services charge DoDEA directly on the LOA 

used on the travel authorization.   

   

(2)  DoDEA has specific logistical requirements for PCS moves, including the maximum 

weight of HHG and acceptable modes of transportation (for example, air transportation is usually 

restricted).  Nevertheless, the traveler and the moving agency often do not adhere to the 

established requirements.   
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c.  In order to identify offending travelers, DoDEA generates NULO reports on a bi-monthly 

basis comparing HHG actual costs against obligations and reviews discrepancies.  Examples of 

discrepancies may include when HHG shipment actual costs exceed $25,000.00; when HHG are 

incurred when there is no obligation for HHG; and, when HHG costs are significantly higher 

than the initial obligation. 

 

d.  When DoDEA identifies a traveler who failed to meet a requirement, they notify the 

Defense Finance and Accounting Services (DFAS) – Transportation to reclaim funds from the 

traveler. 

 

e.  DFAS reviews the claims or invoices against entitlements following the pre-defined 

validation process.  DFAS validates expenses against the travel authorization and supporting 

documents before disbursement. 

 

f.  Once validated, DFAS processes disbursements against the validated entitlements. 

 

4.  POST-PCS TRAVEL:  TRAVEL VOUCHERS.  

 

a. Within five days of completing PCS, the traveler prepares and signs a DD Form 1351-2 for 

actual, reimbursable trip expenses.  DoDEA employees are not authorized to use a Government 

Travel Charge Card (GTCC) for PCS travel, so all reimbursable expenses are paid via the 

traveler’s personal accounts.  The traveler sends the travel voucher and supporting 

documentation to the supervisor for review. 

 

b.  The traveler’s supervisor reviews and approves the travel voucher using original receipts 

to substantiate claims, and then signs and dates all travel claims. 

 

(1)  If claims are substantiated in accordance with the JTR and DoD Financial Management 

Regulations (FMR), the supervisor approves the travel voucher with a dated signature as the 

“Reviewer,” and returns the form to the traveler.   

 

(2) If the claims are not substantiated in accordance with the JTR and DoD FMR, the 

supervisor returns the travel voucher to the traveler for correction and completion. 

 

c.  The traveler e-mails the signed documentation to DoDEA HQ RMD for the authorizing 

official’s final signature.  Documentation is sent via e-mail to the appropriate e-mail inbox 

established for their Area.  E-mail inboxes will be established for each country in the Department 

of Defense Dependents Schools (DoDDS) and for each district in the Domestic Dependent 

Elementary and Secondary Schools (DDESS).   
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d.  Designated DoDEA HQ RMD Financial Analysts download incoming travel vouchers, 

confirming all vouchers are supported by receipts and correspond to the entitlement described in 

the original travel authorization and amendments. 

 

(1)  If the information is correct, the designated DoDEA HQ RMD Financial Analyst 

approves the travel voucher and submits it to the DoDEA HQ RMD Supervisory Travel Budget 

Analyst for signature in the AO block.  

 

(2)  If the information is inaccurate, the designated DoDEA HQ RMD Financial Analyst 

returns the travel voucher to the traveler for correction. 

 

e.  Once the DoDEA HQ RMD Supervisory Travel Budget Analyst signs the travel voucher, 

he/she e-mails the travel voucher, the DD Form 1614, and all applicable receipts to DFAS-Rome 

for processing. 

 

f.  DoDEA HQ RMD retains the travel voucher and all supporting documents for at least six 

years and three months. 
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AO  Approving Official 

  

CAC Common Access Card 

CONUS Continental United States 

  

DD Department of Defense (form) 

DDESS Domestic Dependent Elementary and Secondary Schools 

DFAS Defense Finance and Accounting Services 

DLA Defense Logistics Agency 

DoD Department of Defense 

DoDDS-E Department of Defense Dependents Schools-Europe 

DoDDS-P Department of Defense Dependents Schools-Pacific 

DoDEA Department of Defense Education Activity 

  

EDN Electronic Document Number 

  

FMR Financial Management Regulation 

  

GTCC Government Travel Charge Card 

  

HHG Household Goods 

HQ Headquarters 

HR Human Resources 

  

JTR Joint Travel Regulations 

  

LOA Line of Accounting 

  

NULO Negative Unliquidated Obligation 

  

OCONUS Outside the Continental United States 

  

PCS Permanent Change of Station 

  

RMD Resource Management Division 

  

SLA Service Level Agreement 

  

TCS Temporary Change of Station 

TMO Travel Management Office 

TOPS Travel Order Processing System 

  

WAAS Washington Headquarters Services Allotment Accounting System  

  


