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Cc: JacksonBeitia, Lisa; Philibert, Juli 
Subject: Administrative Time 

All,

Here are the details to the �“up to 80 hours administrative leave may be allowed�” in regards to relocations. Update your
T&A as appropriate and be sure to include applicable remarks in the comment section.
Thanks, jc

Description/Activity Time suggested Approval 
Premoving and postmoving 
arrangements and to meet movers.  
Packing and unpacking is not covered. 

8 hours 
  

Old & new duty 
stations 

Approved househunting trips (HH) for 
locating quarters at the new duty 
location 

Up to 40 hours Old duty station (see 
Note 1)  

Home inspection of new residence 4 hours Old or new duty 
station 

Closing on old residence 8 hours Old or new duty 
station 

Closing on new residence 4 hours New duty station 
Registration of vehicle(s), school 
enrollment and other moving activities 
primarily due to relocation 

8 hours New duty station 

American Disability Act (ADA) 
compliance activities if applicable 

8 hours New duty station 

Total 80 hours  


