RELOCATION POLICY 

CURRENT EMPLOYEES 

This policy is intended to prevent financial loss as well as provide an incentive to employees to relocate. The policy allows for reimbursement of reasonable incurred costs as outlined, providing he/she is moved beyond a 75-mile radius from their current resident. An employee who voluntarily leaves [NAME OF COMPANY] within two years from date of relocation will be required to reimburse all amounts received from [NAME OF COMPANY] on a pro-rated basis. Each month of service with [NAME OF COMPANY] will reduce an employee's repayment obligation by 1/24th of the relocation assistance. All relocating employees will be required to sign the attached Relocation Agreement prior to payment of the miscellaneous cost allowance. (See attachment.) 

SCOPE 

This policy applies to all positions as designated by the Chief Executive Officer and President of [NAME OF COMPANY]. Newly hired employees are entitled to coverage under selected provisions of the policy such as moving household goods, pre-move house hunting trips, travel expenses and temporary quarters. 

NON-DISCRIMINATION 

All provisions of this policy are to be administered without discrimination because of race, color, religion, sex, national origin, age, disability or status as a disabled veteran or a veteran of the Vietnam Era. 

TRAVEL ARRANGEMENT AND EXPENSES 

Flight and car rentals are the responsibility of the employee and should be booked in coach class. 

Expenses incurred in transit are reimbursed when submitted on an expense voucher. 

If you choose to drive your personal automobile to the permanent location, you will receive mileage reimbursement at the current business rate. 

PRE-MOVE HOUSE HUNTING TRIP 

[NAME OF COMPANY] will reimburse the employee for the cost of one house-hunting trip to the new location for a period of up to five (5) days. Reimbursable expenses include transportation*, hotel meals—within reasonable amounts—and mileage or car rental (as appropriate). Such reimbursement is applicable if current residence is more than a 75-miles radius from the new work location and is intended for employee and spouse only. 

*If within a 200-miles radius, auto mileage at current business rate will be reimbursed. 

TEMPORARY LIVING 
[NAME OF COMPANY] will provide temporary living accommodations for up to sixty (60) days prior to moving into permanent quarters. Car rental, if necessary, can be reserved by the employee for up to fifteen (15) days. 

SHIPMENT OF HOUSEHOLD GOODS 

Household goods shipment will be arranged by the Human Resources Department and expenses will be billed to the Company. It is the employee's responsibility to manage the cost of the move and select the appropriate services to keep the costs within the maximum relocation amount provided, or be prepared to personally pay for any overages. Service may be arranged to include packing, transporting and unpacking of household goods. Any irregular costs or special problems apparent at the time of the move must be authorized in advance by Human Resources. 

Be sure to be home or leave a personal representative present during the packing operation. 

Remember that the carrier is not responsible for any damaged articles that you have packed. 

Unpacking consists of removing goods from cartons, setting up of beds and removing packing materials. It does not include putting goods away or rearranging furniture. 

Our selected vendors will contact you immediately and make arrangements for a representative to visit your home to determine your packing needs, van space required and any particular requirements. Please be sure to allow them to inspect your entire home including basement, garage, patio and attic and instruct survey agent of any items that may not be included in your shipment. 

Before your shipment leaves the point of origin, you should review and sign the Bill of Lading. Inspect the Bill of Lading carefully. This will be considered the legal count of your belongings and also indicate their condition. Items that are not on the inventory list will not be reimbursed or settled if there is an insurance claim following your move. Make sure that all addresses are correct and that all cartons are accounted for on the document. Check through the house to make sure that nothing has been left behind. 

NON-REIMBURSABLE EXPENSES AND SERVICES 

The following ITEMS will not be moved at Company expense: 

· Mobile Homes 

· Farm tractors and other farm implements 

· Bricks, flagstones and other construction material 

· Live plants 

· Animals or household pets 

· Boats (includes trailer) 

· Shipment of campers or trailers 

· Non-portable satellite dish 

· Landscaping materials 

· Items connected to another business operated out of your home 

· Furnishings of secondary or vacation homes 

· Wall-to-wall carpeting 

· Storage shed 

· Water softeners 

· Jacuzzi 

The following SERVICES will not be covered at Company expense: 

Expedited services 

· Space reservation (reserving entire van when extra space could be utilized by another shipment) 

· Exclusive use (requesting first-in, first –out schedule) 

· Maid service 

· Piano tuning 

· Drapery assembly/disassembly 

Overtime loading and unloading should be avoided if possible due to the added expense. 

The following items are not authorized to be included in the shipment due to their personal and monetary value: 

· Stamp and coin collections 

· Personal papers, deeds, passports and letters of credit 

· Currency 

· Family photographs 

· Jewelry 

· Furs 

· Bills, securities, stocks and bonds 

ICC Regulations prohibit carriers from shipping the following: 

· Frozen and perishable foods 

· Firewood/lumber/sand 

· Combustible items 

· Paints 

· Ammunition and firearms 

· Plants and shrubbery 

· Aerosol cans 

· Explosives 

· Matches 

· Hazardous chemicals 

Special authorization is required for the following items: 

· Outdoor play equipment 

· Hobby items if in excess 

· Chandeliers 

· Pool Table 

· Grandfather clock 

· Piano 

· Extra pick-up and deliveries 

· Gas appliances 

· Waterbed 

NOTE: If approval has been given for a waterbed, the transferee is responsible for the draining and preparation of liner. The reassembly of the waterbed is also the employee's 

responsibility. 

THIRD PARTY SERVICES 

Third party services are defined as the special services that are required by a third party company to install/connect/disconnect/or give special handling to extraordinary household appliances or items.   

[NAME OF COMPANY] will cover the cost of disconnecting and connecting normal household appliances, such as stoves, refrigerators with icemakers, washers and dryers. Special household items such as grandfather clocks, pianos, chandeliers will also receive third party services, if approved for shipment. The maximum amount for third party services is $250.00. 

If authorization is received to transport the other items in the above "special authorization" category, no third party services will be authorized. 

STORAGE OF HOUSEHOLD GOODS 

Every effort should be made to plan for a direct move of household goods to your destination location. Unloading goods and placing them in temporary storage, for any period, can double the cost of a move. Storage in transit requires prior approval, which will be granted on a case-by-case basis. If temporary unloading and storage is granted, any storage costs incurred beyond sixty (60) days will be the responsibility of the employee. Storage includes the cost of putting goods into storage and one delivery to your permanent residence. You should make every effort to avoid storage in transit, as it is an added expense for the Company and means additional handling of your goods, increasing the risk of damage to your items. Deliveries will not be made from the storage in transit location to any temporary living location. 

Only one complete delivery will be authorized to your permanent residence. 

VEHICLE TRANSPORTATION 

Motor vehicles: No more than one vehicle can be shipped by the carrier to the new location. The second car may be driven to the final destination in lieu of airfare and mileage will be reimbursed at the current business rate. Reasonable in-transit expenses will also be reimbursed. The cost of the shipment of the automobile must not exceed the N.A.D.A. blue book value of the car.  

Antique or classic cars are the responsibility of the employee. 

If the employee elects to drive a motor home to the new location, they are eligible for reimbursement of the established business mile rate. The motor home counts for one of the covered two vehicles. Campers and trailers: When an employee drives one vehicle to the new location, campers and trailers normally towed behind the vehicle should be moved to the location in the same manner. It is not contemplated that these items be shipped by carrier.  

Other vehicles not mentioned should be verified and authorized by the relocation coordinator prior to shipment. 

INSURANCE COVERAGE FOR GOODS SHIPPED 

The selected moving carrier should provide full transit insurance coverage, up to a maximum of $75,000. The employee should determine that this insurance coverage is adequate to cover all goods shipped. If there are any valuable paintings or collectibles, additional insurance may be required and this should be inventories appropriately and brought to the attention of your moving company representative. 

No items should be packed in a car that will be moved by the carrier. If however, the employee is packing their personal car and traveling to the new location, the employee is responsible for insurance coverage of those goods. 

The inventory form will serve as your list of items due to arrive at your new residence. Please make sure you carefully check off items, as they are unloaded. If there are any missing items, please note one the list and have your driver sign the list stating items are missing. The inventory list is the most important factor for a claim in the future. Only items found on this inventory list will be recognized in any claims settlement. 

HOME SALE OPTION – EMPLOYEE RESIDENCE 

When an employee is asked to relocate for the Company, he/she has the option of selling their residence by themselves or through a licensed real estate broker. 

Employee Sells Residence to a Third Party 

When an employee elects to sell his/her residence on his/her own or through a broker, the Company shall have not further obligation to assume the responsibility for disposal of the house other than the costs as outlined in the Closing Cost-When Selling Home paragraph. 

The calculation of any gain or loss on the sale of the property and the proper reporting and treatment for personal income tax purposes is the responsibility of the employee. The employee should seek the advice of a tax professional if there is a question as to proper treatment. 

Interim Financing (for transferred employees only) 

If financing is required for a down payment to purchase a new house prior to the sale of the current residence, the Company may provide interim financing up to the lesser of:
· 100% of the equity in the current house 

· 20% of the purchase price of the new house 

The Director of Human Resources will obtain: 

· An appraisal to determine the value of the house 

· A title search showing the current status of title of the property being mortgaged 

The employee and spouse shall execute a 12-month promissory note payable to [NAME OF COMPANY] in the amount of the interim loan and the note shall be secured by a duly executed mortgage on the employee's residence at his/her former location if not sold.  The Treasurer shall determine the note terms and interest rate. 

The Company will not make the interim finance payment until the date of closing. The draft will be made payable only to the lending institution. 

In the event an employee receiving the interim financing is terminated, voluntarily or involuntarily, any notes used to document the interim financing loan shall become due in full on the last day of employment. 

If the employee must make mortgage payments on both his/her former residence and the new residence during the six-month interim period, the Company will, each month, provide the employee with a draft in the amount of his monthly mortgage payment on the residence at the former location. 

The draft will be payable to the mortgager. In no event shall the Company make more than six (6) months payments for the employee. To the extent the payment reduces the principal, the Company should receive that amount back from the employee upon the sale. 

CLOSING COSTS 

Payment will be made based on actual receipts presented and all reported expenses will be grossedup. 

All expenses must be in the following categories: 

When Selling Primary Residence: 

1. Licensed real estate broker's commission, if any, at the prevailing rate, with a maximum of 7 percent. 

2. Title search, title insurance or surveys where there is a clear-cut local practice for the seller to furnish either the title search or title insurance. 

3. Penalty fee for early cancellation of mortgage. 

4. Revenue stamps and transfer fees. 

5. Inspection fees (termite or structural) if required. 

6. Legal fees, except unusual fees to clear title defects, etc. 

When Buying Primary Residence: 

1. Attorney's fees, escrow or conveyance fee (for retained legal services) 

2. Lender service fees (for mortgage processing and approval) 

3. Title insurance fee – mortgage and mortgagor (includes title fee and title search fee) 

4. Appraisal fee (appraisal services, if rendered) 

5. Mortgage tax (tax paid to state by person taking out a mortgage) 

6. Real estate transfer tax (tax property exchange transaction) 

7. Recording fees (recording of deed, etc.) 

8. Survey expense (if required) 

9. Inspection fees (termite or structural defects, if required) 

10. Credit report expenses (if required of buyer by lending institution) 

11. Notary fees 

12. Loan origination fees 

LEASE TERMINATION 

The Company may ask the employee to transfer before a lease has expired. In case of a transfer, the Company will reimburse the employee for lease cancellation penalties and/or forfeiture of rent up to a maximum of twelve month' rent. The Company employee should request the landlord to include the following clause be inserted into all leases prior to execution: 

"In the event Tenant-Lessee is transferred by his/her employer to another location, Tenant- Lessee will have the right to terminate this lease by giving written notice of lease termination to the Landlord-Lessor, which notice shall include a certification by said employer that Tenant-Lessee is being transferred. This lease shall then terminate thirty (30) days after Landlord-Lessor has received such notice. Where such notice is given after the first day of any month during the lease term, Tenant-Lessee shall be obligated to pay to the Landlord- Lessor only the prorated portion, up to the date of termination, of the succeeding month's rent. Upon such termination, Tenant-Lessee shall pay to the Landlord-Lessor an amount equivalent to one (1) month's rent, and upon such payment Tenant-Lessee shall not have further obligation hereunder." 

TAX CLASSIFICATION OF EXPENSES 

The 1993 Tax Act has changed the reporting requirements for moving expense reimbursements provided by employers. All relocation reimbursements provided to you will be categorized into two classes: 1) expenses which are not compensation and not subject to withholding taxes, and 2) expenses which are reportable as compensation and subject to withholding taxes. Examples of expenses in each category are provided below: 

Category I 

A. Shipment and storage up to thirty (30) consecutive days of personal household goods in transit. 

B. Travel (conventional transportation or your car) and lodging expenses (not meals) relating to reporting to the new location to include members of your household. 

C. Costs of connecting or disconnecting utilities. 

D. Cost of shipping your car. 

Category II 

A. Pre-move house hunting trips. 

B. Temporary living expenses. 

C. Meal expenses. 

D. All other relocation reimbursements, any lump sum relocation allowances, interim rips home and reimbursed expense of selling and purchasing a home, if applicable. 

E. Lease termination. 

F. Return trip home. 

Expenses in Category I will not be included in your taxable wages, but still must be shown on your annual Form W-2 as a footnoted item. Because expenses in Category I have been reimbursed by [NAME OF COMPANY] and not included in your compensation, these items are not deductible on your person income tax return. 

Expenses in Category II must be reported as compensation income and included in taxable wages on your annual Form W-2. Expenses in Category II are not deductible under the Tax Reform Act of 1993. Additionally, Category II expenses are subject to withholding taxes (Federal, Social Security, Medicare, state and local taxes, if appropriate). These withholding tax obligation on Category II expenses will be paid by [NAME OF COMPANY] as part of the Company's relocation policy utilizing the "gross-up" method. Gross-up of tax protects the employee from the additional tax liability caused by the Company paying the employee's withholding tax liability (which itself is taxable compensation) and thus pay the "tax on tax". The gross-up method is intended to keep the employee whole with respect to the tax burden associated with these expenses. 

If certain moving expenses are incurred which are paid personally and are not reimbursed by the Company, the employee is entitled to claim these expenses as deductible moving expenses on their personal income tax return. It is the employee's responsibility to substantiate any deductions claimed on his or her income tax return. 

MAINTENANCE OF DOCUMENTATION AND GROSS-UP PROCEDURES 

The employee must retain copies and receipts and statements of expenses incurred in connection with the relocation. It is the employee's responsibility to substantiate, upon request, relocation expense claims submitted to the Company. After the relocation has been completed, and at the end of each calendar year, a total relocation expense reimbursement statement will be prepared for the employee. 

The gross-up allowance for Federal, State, Local, Social Security and Medicare tax liabilities will be coordinated by Human Resources and the Payroll Department based on the amounts paid and receipts provided by the employee. This gross-up allowance will be calculated in December of the transfer year after the final pay period is processed. You will be notified of the results of the grossup calculation in early January of the subsequent year. The year-to-date totals for the employee's taxable wages and withholding taxes will be increased for the Category II relocation expenses and associated gross up of taxes. These amounts will be included in the employee's Form W-2. The employee will be personally responsible for filing all required income tax returns. 

PERSONALLY PAID RELOCATION EXPENSES 

If you incur certain relocation expenses under Category I personally and are not reimbursed by the Company, you are entitled to claim these expenses as deductible moving expenses on your personal income tax return. It is the employee's responsibility to substantiate any deductions claimed on his or her income tax return. 

MEDICAL BENEFIT 

Special attention should be paid to your medical coverage during this time. Please be sure you are knowledgeable and comfortable with your coverage and benefit level under which you will operate at your new location and during the transition to your new location. Contact Human Resources if you have a question regarding medical benefits. 

[NAME OF COMPANY]
RELOCATION POLICY AGREEMENT
I have read and understand the [NAME OF COMPANY] Relocation Policy. Should I resign from [NAME OF COMPANY], I agree to repay [NAME OF COMPANY] a prorated amount of the monies paid by [NAME OF COMPANY] for my relocation expenses. Each month of service with [NAME OF COMPANY] will reduce my repayment obligation by 1/24th of the relocation assistance. I also understand that this does not imply an employment contract. This agreement may be waived at anytime with the approval of the Director of Human Resources. 

___________________________

Employee's Name (Please Print) 

___________________________

Employee's Signature 

___________________________

Date




___________________________

Director of Human Resources (Please Print)

___________________________

Director of Human Resources Signature

___________________________

Date

