New TOS Request

Detailed below is the overall process for starting a successful Transfer of Station.  Please familiarize yourself with this information; it would be practical to print yourself a copy.

 FORMCHECKBOX 

Human Resources (Personnel) at the gaining unit writes the confirmation letter and emails copies to the employee and to ASC TOS.

 FORMCHECKBOX 

Employee goes to the ASC web-site (as stated in the confirmation letter).  Employee goes into the Forms section and brings up an FS-6500-140, then answers as much of it as possible.   Employee should do a SAVE AS and store in their MY DOCUMENTS on their local computer.

 FORMCHECKBOX 

Employee sends an email to the ASC TOS mailbox and puts their name in the subject line, i.e., “Draft 6500-140 for Smokey Bear”.  Employee attaches the draft FS-6500-140 to the message.

 FORMCHECKBOX 

The ASC-TOS group assigns the employee to a travel counselor.

 FORMCHECKBOX 

ASC-TOS sends a message to the financial representative at the gaining unit to get the Region/unit/job-code that will pay for the TOS.

 FORMCHECKBOX 

The ASC-TOS counselor calls the employee and goes over the draft FS-6500-140 with them.

 FORMCHECKBOX 

When the counselor and the employee agree on all the sections in the FS-6500-140, the employee updates their saved FS-6500-140, prints a final copy, and signs it.

 FORMCHECKBOX 

The employee faxes the final signed FS-6500-140 to the ASC TOS at 505-563-7992. 

 FORMCHECKBOX 

The employee sends the ink-signed original to the ASC at:

     


USDA Forest Service - Albuquerque Service Center 

    


Attn: TOS group – authorizations

101B Sun Avenue NE





Albuquerque, NM 87109

 FORMCHECKBOX 

The ASC-TOS counselor gathers all the information  and creates the AD-202 authorization.

 FORMCHECKBOX 

The ASC-TOS counselor notifies the appropriate Relocation company (if applicable).  The employee SHOULD NOT sign any contracts or accept any offers until the Relocation Company has talked with them. 

 FORMCHECKBOX 

The ASC-TOS counselor notifies the Relocation Management Worldwide company for the household goods move (if applicable).

 FORMCHECKBOX 

The ASC-TOS counselor notifies the employee that they are authorized to do their Transfer of Station.

