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1) 
Eligibility

Reimbursements for relocation expenses will be extended to eligible employees when the move is at the request of the Company and reimbursement is authorized in advance in writing from the appropriate Construction Executive or Area Manager. The move must be one that the Company has deemed necessary and that requires the employee to change residence.  Reimbursement of expenses associated with relocation shall be in accordance with policies established by the Company. 
A newly hired employee will not be eligible for reimbursement of relocation expenses unless authorization is outlined in the offer of employment letter prepared by Human Resources.

Relocation under the provisions of this policy must occur within three months of the date of new hire or transfer.  When relocation of a household is not accomplished within three months of the assignment date, the employee must furnish Human Resources with an explanation for the delayed relocation.  

The determination of who is to receive such reimbursement and the amount thereof is at the discretion and control of Construction Executives and Area Managers of the Company. 

The following employees are eligible to receive moving reimbursements and allowances:

1. Salaried exempt employees in accordance with the Relocation Assignments for Salaried Exempt Employees section below.

2. LDP Engineers in accordance with the Relocation Assignments for LDP Engineers section below.

3. Foremen in accordance with the Relocation Assignments for Foremen section below.

4. Persons who are to be employed on a salaried exempt basis with the Company where, as a part of their new employment, provisions were made for reimbursement of moving expenses in accordance with the Relocation Assignments for New Employees section below.

The following employees are not eligible to receive moving allowances: 

1. Employees being hired for a period of one year or less.

2. Part-time employees.

3. Employees classified as hourly or salaried non-exempt, unless a special arrangement has been made with the appropriate Construction Executive or Area Manager.

4. Temporary salaried exempt employees.

2) Relocation Assignments for Salaried Exempt Employees

The appropriate Construction Executive or Area Manager will determine if a salaried exempt employee's assignment should be considered a “relocation assignment.”  Employees who have been so determined shall be reimbursed for actual and necessary moving and travel expenses. This section does not pertain to salaried foremen or SCP foremen. 

a) Eligible Reimbursements

Eligible reimbursements include the basic cost of moving household goods and personal effects from the employee’s residence at the time of the move authorization to the residence located at or near the new place of employment, provided the mover is authorized by the Interstate Commerce Commission to perform such services.

The Company will not ship the items or reimburse for the services listed below:

1. Firewood

2. Automobiles *

3. Playhouses

4. Storage buildings 




5. Building materials

6. Playground equipment (non-collapsible)

7. Swimming pools (non-collapsible)

8. Trailers

9. Pool tables

10. Boats and boat trailers

11. Any article that will incur a bulky-article charge for shipment

12. Household or maid service

13. Carpet removal

14. Alteration of rugs or drapes

15. Modification of residence to accommodate appliances, etc.

16. Lawn and garden care

17. Pet care

18. Plants
19. Frozen foods

20. Alcoholic beverages, flammables and explosives, including ammunition

21. Animals (carriers will not accept these articles for shipment)

* The company may, at its discretion, pay the cost of transporting a vehicle in lieu of the mileage allowance when it is determined it will result in lower overall costs.

Articles of extraordinary value and antiques may be included in the move but are the responsibility of the employee, and it is strongly recommended that they be transported under the direct supervision of the employee.

The Company will not take responsibility for the movement of documents, currency, money, jewels, jewelry, watches, precious stones, furs or fur clothing, bonds, stocks, certificates or securities, negotiable instruments, deeds, notes or bills, postage stamps or stamp collections, coin collections, letters or packets of letters, personal or business papers, pistols, handguns, rifles, shot guns and/or ammunition, manuscripts, or any other articles of extraordinary or peculiar inherent value.

Since only the normal amount of insurance prevails, the Company recommends that the employee contact an outside insurance broker to obtain any additional coverage necessary above the limits provided.  If additional coverage is arranged through the Company’s broker, the Company will pay the extra charge on its normal invoice with the understanding that the requested service in this “disallowed category” will obligate the employee to the Company in the amount of the additional cost. The employee will repay this amount to the Company. 

The Company recommends, before moving articles of extraordinary value and antiques, that the employee obtains, at his/her expense, a certified appraisal stating: 

1. That the item is of extraordinary value or an antique.

2. The worth and condition of the article before shipment.

All items of extraordinary value must be on the bill of lading and/or inventory receipt.

[NAME OF COMPANY] provides Replacement Cost Protection at a value of five dollars ($5.00) per pound times the actual weight of the shipment, up to a maximum coverage of $75,000 per shipment at no cost. Above and beyond, coverage in excess of $75,000 which is required based upon a minimum of $5.00 per pound will be charged at a rate of $.85 per $100 of excess valuation, is the responsibility of the employee. Carrier’s valuation liability is specifically subject to the terms, conditions, and exclusions contained in the Uniform Household Goods Bill of Lading. (Note: rate is subject to change by the company)
No reimbursement shall be provided for household goods and personal effects in excess of 15,000 pounds. The cost of packing and/or unpacking household goods and personal effects are eligible for reimbursement.

Travel expenses to the new location for the employee’s immediate family will be reimbursed.  (This includes actual cost for travel by personal automobile or, with prior approval of Human Resources, economy airfare.) If travel is by personal automobile, reimbursement will be made for miles traveled at the prevailing rate.  When more than one automobile is operated by the employee, a mileage reimbursement for no more than two (2) automobiles will be paid (excluding Company-furnished vehicle/allowance).  Temporary living expenses of the new employee’s immediate family while household goods are in transit will be reimbursed.  This will include, but is not limited to, meals and lodging and will be paid for a period not to exceed one (1) week.

Overtime loading and unloading charges for services performed after normal working hours, on a Saturday, Sunday, or holiday will not be authorized unless required for Company convenience.

Air transportation will not be authorized for any portion of the household goods relocation unless it is determined that it will result in lower overall costs.

Storage-in-transit of household goods or personal effects may be authorized up to 90 days.  Extensions beyond this period or requests for permanent storage in lieu of shipment (transfers only) must be specifically approved by the appropriate hiring manager and forwarded to Human Resources. Storage-in-transit will not be made at destination unless otherwise specified.  Permanent storage will be at the point of origin.  In connection with this policy, it is expected that costs per the Incidental Moving Expenses policy will not be duplicated. 

b) Incidental Moving Expenses (Transfer only)

It is recognized that, in connection with a move and resettlement other than that previously outlined, the employee may incur certain expenses such as service charges for disconnection and connection of standard household electrical and plumbing equipment, vehicle registration, etc.  To compensate the employee for these expenses, the Company will provide a $750 allowance for family status moves and $500 for single status moves to be paid at the completion of the move.   
If the incidental moving expenses allowance is paid in a lump sum amount without any supporting documentation (receipts) it is subject to withholding and the amount of the lump sum payment will be reduced by the withholding amount. Alternately, the employee may submit an expense voucher with supporting receipts and the Company will reimburse the employee for the actual expenses up to the limit of the lump sum amount.  

c) Canceling an Unexpired Lease (Transfer only)

The Company may ask an employee to transfer before a lease has expired.  In the case of a transfer, the Company will reimburse the employee for lease cancellation penalties and/or forfeiture of rent up to a maximum of two month’s rent.  Employees should request to have the following clause inserted into all leases prior to execution: 

“In the event Tenant-Lessee is transferred by his/her employer to another location, Tenant-Lessee shall 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.”

d) Temporary Living in Advance of a Relocation

For those employees who move to a new location in advance of their family for the convenience of the Company, reasonable hotel and living expenses at the point of destination will be reimbursed for a period of up to six weeks or one week after completion of delivery of household goods, whichever comes first. 

Round trips for married employees while separated from their families will be considered at the discretion of the Construction Executive or Area Manager.
e) House-Hunting (Transfer only)

Where it can be expected to result in faster resettlement, and with prior approval of the appropriate Construction Executive or Area Manager, the employee and spouse will be permitted to make one advance trip to the new location for the purpose of selecting living quarters.  Such trip, if made prior to the employee’s assignment at the new location, will be authorized only in connection with a business trip the employee would be making for other business reasons. Reimbursement for a maximum period of seven days will be made for the employee and spouse for the following expenses:

1. Public transportation to and from the new location.

2. Food and lodging.

3. In cases where a family must provide for care of minor children or pets while the parents are house-hunting, reasonable expenses for providing such care will be reimbursed. Receipts are required to support this cost.

4. Local transportation costs for house hunting.

f) Mobile Homes

The Company will pay the cost of moving a single unit mobile home a reasonable distance providing it is the employee’s normal residence. The decision as to what constitutes “reasonable” distance will be left to the appropriate Construction Executive or Area Manager.  Generally, movements in excess of 1,200 miles are impractical for a large mobile home.  Camping or utility trailers will not be moved at the expense of the Company. The moving of a mobile home will preclude any reimbursement for a shipment of any other household effects. It is the employee’s responsibility to prepare the mobile home for shipment by completing the following:


1. Install adequate tires, including two spares for the carrier’s use should they be needed while in transit.

2. Disconnect all utilities.

3. Remove all exterior protruding fixtures.

4. Furnish blocking materials to the carrier.

5. Prepare the contents for movement.

6. Pack fragile items.

7. Seal drawers.

Normally, the carrier will unblock and re-block the mobile home.  The Company will pay the cost of the following tariff covered items:

1. Transportation from origin to destination.

2. Blocking and unblocking.

3. Preparation of the mobile home for transportation.

4. Installation of new plumbing or wiring at destination.

5. Additional transportation of blocking materials.

With the ever-increasing size of mobile homes, the moving of such homes can sometimes be a high-risk operation.  While many mobile homes are constructed so they can be moved reasonable distances without apparent damage, many others are not built to withstand the rigors of long hauls under the conditions exercised by commercial haulers.  Generally, single unit mobile homes larger than 12' x 65' can pose severe transportation limitations.  Neither the Company nor the commercial mover will accept the responsibility for damage due to structural failure.  It is recommended that the employee obtain competent advice from someone not connected with the Company as to the structural stability of the mobile home before deciding to move it.  If it is decided to move the mobile home, it should not be overloaded.  The weight of furniture and heavy personal effects should be located near the center and forward of the wheels. Also, the mobile home hauler does not have I.C.C. authority to haul the excess contents of the mobile home.  Other arrangements will have to be made by the employee for the transportation of items not left in or on the mobile home.

g) Termination, Retirement, Long-Term Disability, or Death 

Reimbursement for transportation, travel expenses, and relocation costs to the original point of hire or rehire, or an equivalent or less distance, will be allowed for employees whose assignment is less than three (3) years and if an employee is involuntarily terminated, retires (age 60 to 64 with 10 years of service or age 65 or over), becomes disabled, or dies.  Advance written approval by the appropriate Construction Executive or Area Manager is required.  In order to be eligible, the employee must return to such destination and submit an expense report within one (1) month from the date of his or her release.  No reimbursement will be allowed for employees who voluntarily terminate except for the aforementioned reasons. The costs for such travel and relocation after release from a project will ordinarily be charged to the project from which the employee was released.

h) Reimbursement for Employees who are transferred at the request of the Company

i) Selling Costs

Selling costs that are reimbursable are as follows:

1. Real estate commission payments to licensed real estate brokers for earned brokerage commission up to 6% of the gross selling price not to exceed a maximum of $21,000.

2. Selling costs are reimbursable subject to the conditions below:

· Selling costs up to $2,000 for non-statutory items including lawyer’s fees, escrow agency fees, satisfaction of mortgage fees, title search and title insurance if required by local custom and appraisal.

· All statutory fees (payments made to a governmental body such as county clerk, etc.) resulting from the transferred property.

ii) Buying Costs

Buying costs related to a home will be reimbursed in full for statutory costs and up to a maximum of $2,800 for non-statutory costs provided the employee is selling his/her current residence in conjunction with the current Company-requested relocation.

Statutory Costs are as follows:

1. Required by statute.

2. Payable to public funds.

3. Charged to the buyer by law or local custom, including:

· Recording of mortgage and deed.

· State and mortgage tax.

· State and local transfer tax.

· Appraisal, credit report and survey fees if required by law, even though not payable to public funds.

Non-statutory costs: Non-statutory costs include only items customarily paid by the buyer, including:

1. Appraisal, credit report, and survey fees that are involuntarily charged to the employee due to a requirement of the mortgage or by local custom.

2. Mortgage placement fees and/or discount paid to a lender at closing (for example MGIC). When such charges are incurred, the employee shall ask the lender to specify separately the portion of the fee which is a charge for the use of the money (since such amounts are not subject to withholding taxes) and the portion of the fee which is a charge for the services of the lender, other than those for use of money.

3. Title Insurance or Title Guarantee.

4. Tax and Title Search.

5. Mortgage Service Charge or Attorney’s Fee.

6. Personal Attorney’s Fees or Escrow Agency Fees.

The following will not be covered under this procedure: 

1. Points paid to reduce the mortgage interest rate will not be reimbursed.

2. The company will not reimburse conventional mortgage insurance premiums.

i) Initiating Relocations

Once a decision is made to relocate an employee, the appropriate Construction Executive or Area Manager shall contact Human Resources and furnish the following information:

1. Name of employee and current address.

2. Title.

3. Effective date of relocation.

Human Resources will send the employee the Company policy on relocation expenses. The employee and appropriate Construction Executive or Area Manager must sign [NAME OF COMPANY] Form ”A230 Relocation Expense Agreement”.

j) Reimbursement for Relocations

Upon completion of the relocation, an itemized bill (which may include closing/settlement statements) is to be submitted to the Company for examination and approval. All final invoices for reimbursement of household expenses are subject to the Company policy and will only be approved for payment if all conditions in connection with the move have prior Company approval. In certain circumstances, advances may be made for closing costs when prior review of settlement statements and approval by the appropriate Construction Executive or Area Manager are made. Reimbursements are subject to the terms and conditions outlined in [NAME OF COMPANY] Form ”A230 Relocation Expense Agreement”.
3) Relocation Assignments for LDP Engineers 

The appropriate Construction Executive or Area Manager will determine if a “relocation assignment” is appropriate for an LDP Engineer.   Assignments determined not to warrant relocation are considered non-relocation and are outlined in the “Non-Relocation Assignments” section.

The Leadership Development Program is designed to give LDP Engineers a wide range of experiences through a series of rotations.  To achieve the goals of the program, LDP Engineers will most often need to move several times during the course of the program.  Because of this need for mobility, the Company’s policy regarding relocation assignments for LDP Engineers will be as outlined above in the “Relocation Assignments for Salaried Exempt Employees” section with the following exceptions.
a. LDP Engineers are not eligible for reimbursement of selling and buying costs as outlined in Section 2.h.

b. LDP Engineers will move their household goods and personal effects via U-Haul unless otherwise approved by the appropriate Construction Executive or Area Manager.

c. Temporary storage of excess household goods and personal effects in lieu of shipment for the duration of the LDP Engineer’s assignment will be reimbursed when approved by the appropriate Construction Executive or Area Manager.  Temporary storage will be at the point of origin.

The Company recognizes that assignments determined to be “relocation assignments” are nonetheless usually of a relatively short duration because of the nature of the Leadership Development Program.  In addition, the Company recognizes that the differential in housing costs between the various project locations can have an impact on LDP Engineers who are just starting their careers.  Therefore, the Company will provide a relocation assignment allowance for LDP Engineers on certain relocation assignments.  LDP Engineers who are assigned to projects where the “Long-Term Non-Relocation Allowance” is greater than the [CITY OF COMPANY], [STATE] area “Long-Term Non-Relocation Allowance” will receive a living allowance equal to the difference between the two.  The Company will gross up the amount to cover the taxes on the additional income.    

[NAME OF COMPANY] Form “A255.LDP Engineer Relocation Assignment Allowance” must be completed before an LDP Engineer can begin receiving an allowance.        
4) Relocation Assignments for Foremen 

The appropriate Construction Executive or Area Manager will determine if a “relocation assignment” is appropriate for Superintendent Career Path foremen, salaried foremen, or hourly foremen. Assignments determined not to warrant relocation are considered non-relocation and are outlined in the “Non-Relocation Assignments (Salaried Non-Exempt and Hourly Employees)” section. 

Upon reassignment, a foreman will receive an all-inclusive lump sum payment based upon the distance from the present job site location to the new job site location. The lump sum amount is to be used as needed by the employee to cover all costs associated with the relocation. The lump sum amounts will be determined as follows:


Distance Between Job Sites

Formula for Determining Amount

Up to 500 miles



$4.00/mile


Beyond
500 miles


$2,000 + $2.00/mile beyond 500 miles

The lump sum is subject to the terms and conditions outlined in [NAME OF COMPANY] Form ”A230 Relocation Expense Agreement”.  If the lump sum amount is paid without any supporting documentation (receipts) it is subject to withholding and the amount of the lump sum payment will be reduced by the withholding amount. Alternately, the employee may submit an expense voucher with supporting receipts and the Company will reimburse the employee for the actual expenses up to the limit of the lump sum amount.
5) Relocation Assignments for New Employees

New employees may be allowed relocation expenses as approved by the appropriate Construction Executive or Area Manager. Human Resources is responsible for informing the new employee of the specific items and amount of relocation expenses which will be reimbursed, if any. Commitments to reimbursement of relocation expenses, when made, will be part of the job offer and in accordance with the policies outlined herein. At the same time the offer is made, the employee will also be informed of the requirement to sign [NAME OF COMPANY] Form ”A230 Relocation Expense Agreement” for any relocation expenses paid by the Company. This Agreement requires that the employee refund such relocation expenses to the Company if s/he resigns for reasons within his/her control of their own accord within the first twelve (12) months of employment. 

6) Non-Relocation Assignments (Salaried Exempt Employees)
At the Company’s discretion, an allowance may be provided when a salaried exempt employee is temporarily residing away from his/her permanent place of residence for the duration of an assignment and where, at the Company’s request, the employee does not relocate his/her household.  The appropriate Construction Executive or Area Manager should be consulted during the process, not just asked for approval at the end.
The appropriate Construction Executive or Area Manager will authorize travel to and from the non-relocation assignment on a case-by-case basis.
a) Short Term Non-Relocation Assignments

When the appropriate Construction Executive or Area Manager determines that an assignment is a “short-term non-relocation assignment” (three months or less in duration), the employee will be paid an allowance of $125 per week for meals and incidental expenses, which will be included in the employee’s weekly paycheck.  The Company will pay directly for accommodations at a local hotel/motel where the Company has negotiated a discount rate.  
[NAME OF COMPANY] Form “A240 Short-Term Non-Relocation Allowance” must be completed before an employee can begin receiving an allowance. 

The maximum duration for a short-term non-relocation assignment allowance is three months.  The short-term non-relocation assignment allowance will automatically stop after three months or when an employee transfers, whichever occurs first.  Therefore, if the duration of the short-term non-relocation assignment changes, a new form must be approved and submitted in order to continue the allowance.    
b) Long Term Non-Relocation Assignments

When the appropriate Construction Executive or Area Manager determines that an assignment is a “long-term non-relocation assignment” the employee will be paid a weekly allowance, which will be included in the employee’s weekly paycheck, for all expenses including accommodations, furnishings, utilities, household goods (linens, cookware, etc.), meals and incidentals, and other associated expenses.  The allowance for each project is listed on [NAME OF COMPANY] Form “A260 Long-Term Non-Relocation Allowance Table.”
[NAME OF COMPANY] Form “A245 Long-Term Non-Relocation Assignment Allowance” must be completed before an employee can begin receiving an allowance.   .  

For the period during which the employee is securing housing, not to exceed four weeks, the Company will pay directly for accommodations, selected by the Company, and the employee will be paid an allowance of $125 per week for meals and incidental expenses 

The maximum duration for a non-relocation assignment allowance is one year.  The non-relocation assignment allowance will automatically stop after one year or when an employee transfers, whichever occurs first.  Therefore, if the duration of the non-relocation assignment changes, or is longer than one year, a new form must be approved and submitted to continue the allowance.

All employees on long-term non-relocation assignments will secure and directly pay for their accommodations, furnishings, utilities, household goods (linens, cookware, etc.), meals and incidentals, and other associated expenses.  The Company will not enter into any lease or rental agreements, directly pay for, or reimburse employees for, these expenses.

The Company will reimburse employees for certain one-time expenses associated with the non-relocation assignment such as utility hook-up fees.  These expenses, if any, should be submitted on [NAME OF COMPANY] Form “P120 Expense Account Voucher”.
The security deposit is the responsibility of the employee.  However, employees may request an advance for the deposit.  Regardless of whether the Company pays directly for the security deposit, the employee is given an advance for the security deposit (using [NAME OF COMPANY] Form “P090 Miscellaneous Payment Voucher” ), or the employee is reimbursed for the security deposit (using [NAME OF COMPANY] Form “P120 Expense Account Voucher”), the amount will be recorded as an advance to the employee.  The employee will be responsible for reimbursing the Company for the security deposit as soon as the employee moves from the residence.
An employee’s non-relocation assignment may end before a lease has expired.  The Company will reimburse the employee for lease cancellation penalties and/or forfeiture of rent up to a maximum of two month’s rent.  Employees should request to have the following clause inserted into all leases prior to execution: 

“In the event Tenant-Lessee is transferred by his/her employer to another location, Tenant-Lessee shall 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.”

7) Non-Relocation Assignments (Salaried Non-Exempt and Hourly Employees)

On rare occasion, the location or other particular circumstances of a project may necessitate providing living allowances for certain salaried non-exempt and/or hourly employees.  At the Company’s discretion, an allowance may be provided when a salaried non-exempt or hourly employee is temporarily residing away from his/her current residence for the duration of an assignment and where, at the Company’s request, the employee does not relocate his/her household.

The amount and duration of the allowance will be determined on a case-by-case basis, but in all cases, must be approved by the appropriate Construction Executive or Area Manager.  Without exception, written approval from the appropriate Construction Executive or Area Manager is required prior to the offer or payment of allowances.
[NAME OF COMPANY] Form “A250 Non-Relocation Assignment Allowance (Salaried Non-Exempt and Hourly)” must be completed before an employee can begin receiving an allowance.  The allowance will be included in the employee’s weekly paycheck.  

All salaried non-exempt and hourly employees receiving non-relocation assignment allowances will secure and directly pay for their own accommodations, utilities, and other associated expenses.  Under no circumstances will the Company enter into any lease or rental agreements, or directly pay or reimburse employees for their accommodations, utilities, and other associated expenses. 
8) Tax Reporting Requirements

Certain reimbursements within this policy may have tax implications, some of which may be required to be reported on the employee’s W-2 as taxable wages, and some of which may be required to be reported for information purposes only.  For reimbursements that are required to be reported as taxable wages, the Company will gross up the amount to cover the taxes on the additional income, except as otherwise noted in this policy.
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