Moving/Relocation Reimbursements XE "Moving / Relocation Reimbursements" 

 XE "Reimbursements" 
Division or Department Managers will review instances where eligible employees' assignments to projects are expected to be for extended periods. In cases where the assignment is expected to be for more than one (1) year or where it would be otherwise advantageous to the employee and the company, moving/relocation should be considered.

At the option of the company, approved moving expenses reimbursed to the employee may be paid by either or both of the following methods:
· Lump Sum (a one-time payment) 

· Reimbursement of actual expenses 

The cost of moving household goods, personal effects XE "personal effects" , and traveling is not included in the Form W-2.  Reimbursements XE "Reimbursements"  for the cost of meals during the move, the cost of house hunting trips and any temporary residence expenses will be added to the Form W-2.

1. Lump sum payments will be reported on the W-2 and all applicable state and federal taxes will be withheld. 

2. Lump sum payments may also be used to provide for other expenses not specified under Moving Reimbursements XE "Reimbursements" , below.

Moving Reimbursements XE "Reimbursements" 
The company will reimburse the following moving expenses:

1. Personal Transportation Costs XE "Personal Transportation Costs"  for the employee and immediate family (i.e., those living in the household at the time).

2. Automobiles XE "Automobiles" .  The cost of moving up to two (2) automobiles will be paid at the current company mileage allowance rate. 

3. Moving services XE "Moving services"  as approved and arranged by the Corporate Services  Department, who can be contacted at 475-8709.  Moving services include:

· Packing and crating XE "Packing and crating"  of household goods.

· Shipping of household goods XE "Shipping of household goods"  up to a maximum of fifteen thousand (15,000) pounds.  Excess weight may be shipped, but charges for the excess will be payable by the employee.

· Insurance XE "Insurance"  coverage on shipped goods, while in transit, will vary depending on the moving company selected.  The employee is responsible for reviewing the carrier’s insurance coverage limits for sufficiency. If an employee desires to insure such goods for more than $2.50 per pound, he or she may do so by arrangement with the carrier but must personally pay any additional cost.  (Important: The employee should have a definite understanding with the carrier regarding the amount of insurance coverage.  Prior to signing the bill of lading, the employee should check it closely to make sure the dollar amount per pound or insurance coverage limits are indicated.)

· Storage XE "Storage" .  Temporary (in-transit) storage costs and insurance for household goods for a reasonable period, normally not to exceed thirty (30) days.

· Miscellaneous transportation XE "Miscellaneous transportation"  costs, including permits for moving of house trailers via commercial hauler.

Exclusion XE "Exclusion" s
The company will not pay (except as approved by Department or Division Managers) for moving boats, livestock, vehicles (other than the two automobiles allowed above), or other items not considered household goods, such as building or construction materials, patio bricks, sprinkler systems, firewood, statues, horses or any other animals, flowers, shrubs, trees or other plantings.

Moving Mobile Homes XE "Moving Mobile Homes" 
When the company authorizes the move, it will pay all authorized charges listed below; however, unauthorized charges will be charged back to the employee. 

Authorized Charges XE "Authorized Charges" 
Pulling of mobile home; oversize permits; escort (when required by law); wrecker service (if required due to weather); special hazard insurance; personal effects insurance; airing-up tires prior to trip; preparing interior of home for move; unblocking home; re-blocking at destination; installing and/or removing tie-down anchors; repairing flats and reinstalling tires en route; trailer light hook-up; and utilities hook-up. 

Unauthorized Charges XE "Unauthorized Charges" 
Underpinning of home; repairs to mobile home; replacement of tires (extra tires should be carried with trailer); moving of boats and other items with mobile home; and the removing and installation of underpinning.  The dismantling or assembling of any porches or portable buildings requiring separate hauling is not authorized. 

Meals and Lodging XE "Meals and Lodging" 
Expenses for meals, hotels, and related miscellaneous expenses (such as tips) incurred while en route between work locations will be reimbursed based on properly submitted and approved expense reports. Any portion of the expense report that is taxable will be reported on the employee’s W-2.  Federal Withholding Tax will not be withheld.  The employee will be responsible for any required taxes.   

Delayed Move-In XE "Delayed Move-In" 
The employee is expected to find and move into a new residence as quickly as possible.  However, in the event of a delay in the arrival of household goods, the appropriate Manager may approve the extension of hotel allowances for a maximum of fourteen (14) days.

Federal Tax Reporting Considerations XE "Federal Tax Reporting Considerations" 
The company will comply with all reporting requirements and file all approved tax forms as mandated by current federal tax law, which requires nondeductible reimbursed moving expenses to be reported as income to the appropriate taxing authorities.

Cost Allocation XE "Cost Allocation" 
Moving/Relocation Reimbursements XE "Reimbursements"  are charged to the department, job, or operation to which the employee is assigned.










