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PURPOSE

This Bulletin sets forth the policy and procedures governi ng
t he paynent of enpl oyee noving expenses and rel ocation

al l omances. The policy and procedures detailed in this
Bulletin do not apply to personnel at the Law ence Berkel ey
Nati onal Laboratory.

For the purposes of this Bulletin, the authorities and
responsibilities assigned to the Chancellor also are
assigned to the Executive Vice President--Business
Qperations, the Vice President--Agriculture and Natural
Resources, and the Principal Oficers of The Regents for the
enpl oyees under their respective jurisdictions.

Each canpus may establish nore restrictive procedures for

t he paynent of noving expense reinbursenments and rel ocations
al l owances. In addition, the terns of a collective
bar gai ni ng agreenent shall govern when such ternms do not
conformto the provisions contained in this Bulletin.

SCOPE

The follow ng enpl oyee cl assifications are covered by these
gui del i nes:

1) Seni or Manager G oup;

2) Managers, Senior Professionals, and Professionals; and
3) Support Staff.

Movi ng expense rei nmbursenent policies pertaining to academ c
personnel are covered in Academ c Personnel Mnual (APM
sections APM 550, teaching faculty who transfer to another
canpus; APM 560, new appoi ntees to academ ¢ positions; and
APM 561, Assistants.

DEFI NI TI ONS

A MOVI NG EXPENSES

Movi ng expenses eligible for paynent are defined as the
reasonabl e costs incurred by a new appointee, or by a
current enpl oyee who transfers to a new University

| ocation, of noving househol d goods and personal
effects to a new residence. Such expenses al so include
the cost of travel to the University |location for the

i ndi vidual, and his or her imediate famly. Section
VI details the eligibility requirenents and the

speci fic noving expenses that may be paid for the
personnel positions covered by this Bulletin.
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Reasonabl e costs include those costs that are
reasonabl e under the circunstances of a particul ar
nove, i.e., a nove fromthe old to the new residence
nmust be nmade via a conventional node of transportation
using the shortest and nost direct route avail able and
in the shortest period of time normally required to
travel such a distance.

Al t hough the University may pay all or part of an

i ndi vi dual 's novi ng expenses, a portion of the paynent
may constitute taxable wages (see Section VII.B for a
list of taxabl e noving expenses).

B. RELOCATI ON ALLOMNANCES

Rel ocati on all owances are not intended to reinburse or
of fset the actual or presuned costs of noving from one
| ocation to another. Relocation allowance paynents are
intended to offset higher living costs in a new

| ocation; however, the total value of such paynments may
not exceed 25% of an appoi ntee's annual i zed base
salary. Paynment is generally made on a nonthly basis
over a four-year period, with 40% of the allowance paid
inthe first year, 30%in the second year, 20%in the
third year, and 10%in the fourth year. Such paynents
nmust be included in an individual's gross incone as

t axabl e wages but are excluded from covered
conpensation under the University of California
Retirenment Pl an.

Rel ocation al |l owances may be provided to individuals
recruited for the follow ng positions: Senior Mnagers,
Managers, and Seni or Professionals. However,
eligibility is limted to individuals who, at the tine
of recruitnment, are not enployed by the University and
who reside outside the State of California.

V. AUTHORI T1 ES

A MOVI NG EXPENSES
1. New Appoi nt ees

The authority to approve paynent of the actual
nmovi ng expenses of new appoi ntees to certain
nonacadem ¢ positions requiring specialized

trai ning and/ or experience of a technical,

prof essional, or admnistrative nature has been
del egated by the President to the Chancellors and
to Vice Presidents and University Deans who have
line responsibility for a departnent. Any further
del egation of this authority must be submtted in



witing to the appropriate authorities.
2. Transferring Enpl oyees

Enpl oyees in certain nonacadem c positions are
eligible for full payment of noving expenses,
subject to the eligibility requirenents set forth
in Section VI. The Chancellor is responsible for
approving the use of departnental funds for such
expenses for an enpl oyee who noves to a departnent
under the Chancellor's jurisdiction.

3. Excepti ons

The Chancell or has the authority to approve
exceptions to the policies and procedures set
forth in this Bulletin, when required due to
extenuating circunstances. The exception request
nmust specify the purpose, circunstances or need,
appl i cabl e dates, and the nanme of the individual
to whom the exception is granted. Wen an
exception has been granted, the rei nbursenent of
expenses clained shall be limted to the actual
costs incurred, provided such costs are deened to
be ordi nary and necessary under the circunstances.
Clainms for the reinbursenment of actual expenses
nmust be supported by original receipts or

el ectronic receipts that contain the sanme | evel of
detail as an acceptabl e paper receipt.

B. RELOCATI ON ALLOMNANCES

The authority to approve relocation all owances has been
del egated to Chancellors and the Senior Vice President-
- Busi ness and Finance. Any further re-del egation of
this authority nust be submtted in witing to the
appropriate authorities.

POLI Cl ES AND PROCEDURES - MOVI NG EXPENSES

The eligibility requirenments for the paynent of noving
expenses for a current enployee or a new appoi ntee, in one
of the nonacadem c personnel positions specified in Section
1l of this Bulletin, and a description of the types of
expenses that may be paid, subject to the availability of
funds, are detail ed bel ow

A SENI OR MANAGEMENT GROUP
1. Eligibility for Rei nbursenent
An enpl oyee’s or a new appoi ntee’s novi ng expenses

are eligible for paynment under the follow ng
ci rcunst ances:



d)

A new appoi ntee resi des outside reasonabl e
comuting di stance of the primary place of
wor K;

An enployee is transferred to a different
Uni versity | ocation outside reasonable
commut i ng di stance where the University
needs his or her expertise or skills;

An enpl oyee accepts a position at a higher
sal ary grade at a new University |ocation
out si de reasonabl e commuti ng di stance of the
ol d | ocation; or

An enpl oyee is transferred to a new princi pal
pl ace of work outside normal comuting

di stance because the Uni versity has

rel ocated offices, teaching facilities, or

| aboratories or when relocation is
necessitated by programmati c changes.

Rei mbur sabl e Expenses

The University may pay the foll ow ng reasonabl e
expenses when such expenses are necessary, are
incurred during an enpl oyee’s or new appoi ntee’s
nove (referenced to hereafter in this section as
t he enpl oyee), and are properly supported by
acceptabl e receipts (refer to Section VII.B for a
list of taxabl e noving expenses):

a.

Transportation of househol d goods and
personal effects fromthe old to the new
resi dence.

Movi ng the enpl oyee and nenbers of the
enpl oyee’ s household fromthe old to the new
resi dence, including:

1) Travel : transportation of the enployee
and nenbers of the enpl oyee’s househol d
for a single trip not to exceed the
cost of air coach transportation
(i ndi vidual nmenbers of the household
need not travel together); and

2) Meal s and | odgi ng: neal s and | odgi ng
expenses, incurred while in the general
| ocation of the old residence within one
day after it is no longer suitable for
occupancy because of the renoval of
househol d goods and personal effects,
and while en route fromthe old
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residence to the new, including the day
of arrival at the new residence. The

rei nrbursenment of such costs nust be made
in accordance with Business and Fi nance
Bulletin (BFB) G 28, Policy and
Regul ati ons Governing Travel.

C. Driving or shipping to the new residence the
enpl oyee’ s aut onobil e(s) (includes vans,
m ni vans, passenger trucks, etc.) which is
used as the primary daily node of
transportation of the enpl oyee and spouse. If
the autonobile(s) is used to transport the
enpl oyee and the enpl oyee’ s househol d
nmenbers, househol d goods, or personal
effects, the enployee will be reinbursed for
transportation costs, under either of the
f ol | owi ng:

1) Actual out-of - pocket expenditures for
the noving trip, such as for gas, oil,
repairs, parking and toll fees; or

2) Parking and toll fees plus 16.5 cents
per mile. ' This is the only nileage
rate avail able in connection wth noving
expenses. The m | eage rei nbursenent rate
al l owed for University business
travel cannot be used for this purpose.

| f the enpl oyee has nore than one autonobil e,
one may be used to transport the enployee and
t he enpl oyee’ s househol d nmenbers to the new
resi dence, and the other(s) may be driven to
t he new resi dence by soneone other than the
enpl oyee. The enpl oyee nmay be rei nbursed for
the costs incurred with driving the second
autonobile to the new residence, in
accordance with one of the two net hods
described in itenms 1)and 2) of this section.
| f the autonobile(s) is shipped to the new
resi dence, the University wll reinburse the
cost of shi pping.

d. Packi ng and crating of the enpl oyee’s
househol d goods at the old | ocation and
unpacking and installation of the household
goods at the new | ocation. Assenbly and
di sassenbly of unusual items such as utility
sheds, swing sets, swimmng pools, satellite

di shes and so forth al so nmay be rei nbursed.

! Effective January 1, 2010



St orage of and insurance on the enpl oyee’s
househol d goods and personal effects while in
transit, if incurred within any consecutive
thirty (30) day period after renoval of the
househol d goods and effects fromthe old

resi dence and before delivery to the new

resi dence.

Connecting and/ or disconnecting of utilities,
but not to include refundabl e deposits.

Transporting of the enployee s househol d
goods owned at the tine of the nove,

i ncl udi ng househol d goods in storage and used
by the enployee at or before the tinme of the
nove to the new residence, to the extent

that the costs does not exceed the anount

t hat woul d have been eligible for paynment if
all of the household goods had been noved
fromthe old residence initially. Furniture
or househol d goods purchased en route from
the old to the new residence may not be
transported except at the enpl oyee’s personal
expense. Expenses related to noving the
following itenms may al so be paid: boats, hot
tubs, canpers, and pl ayhouses.

Transportation of donesticated pets (does not
include livestock) fromthe old to the new
resi dences. Expenses associated with
kennel i ng of such pets are not reinbursable.

An alien’s passport expenses (enployee only)
incurred in connection with his or her
comrencenent of work in the United States,
i.e., the filing fee and cost of photos.

Expendi tures incurred by the enpl oyee and
spouse at the new work | ocation for house
seeking and tenporary living expenses,
subject to the rules and Iimtations
descri bed bel ow

1) Travel to the new place of work to seek
housi ng, including the cost of nmeals and
| odgi ng during such travel, can be
made after the University has approved
enpl oynent at the new work place; and

2) Tenmporary |iving expenses, in accordance
with BFB G 28, including the cost of
nmeal s and | odgi ng whil e occupyi ng
tenporary quarters at the new general
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wor k | ocation during any one period of
thirty (30) consecutive days after
approval of enploynent. At the

di scretion of the University,

rei nbursenent of such expenses nmay be
made for other nmenbers of the enployee’s
famly. The cost of entertainnent,

| aundry, transportation, or other

per sonal expenses, or expenses of
occupying tenporary quarters at the old
wor k | ocation are not reinbursable. The
cost of transportation, including the
rental of an autonobile, is reinbursable
if the individual’s autonmobile is
unavai |l abl e.

B. MANACERS, SENI OR PROFESSI ONALS, PROFESSI ONALS AND
SUPPORT STAFF

1

Eligibility for Rei nbursenent

Movi ng expenses shall be paid by the University
when an enployee is required to transfer or
accepts a position at a higher grade at a canpus
out si de a reasonabl e conmuti ng di st ance.

Movi ng expenses may be paid when an enpl oyee
accepts a position at the same or a | ower grade at
a canmpus outside a reasonabl e comruti ng di stance.
Actual rnoving expenses may al so be paid for a new
appointee to the University who resides outside
the commuting di stance of the canpus to which he
or she has been appoi nted.

Rei mbur sabl e Expenses

The follow ng expenses are eligible for
rei mbur senent :

a. Actual and necessary expenses incurred for
packi ng, insurance, transportation, storage
fees (not to exceed thirty (30) cal endar days),
transporting itens to and from storage,
unpacki ng, and installation of the
i ndi vidual s househol d effects at the new
| ocati on, when properly supported by invoices
and receipts; and

b. Actual travel expenses for the individual and
his or her imrediate famly, but not to exceed
the cost of air coach transportation, and the
cost of neals en route, but not to exceed the
Uni versity’'s all owance for neals, as specified



VI,

in BFB G 28.

TAX TREATMENT OF MOVI NG EXPENSES

A

NONTAXABLE EXPENSES

Under Internal Revenue Service (IRS) regul ations,

nont axabl e (i.e., deductible) noving expenses

rei nbursed by an enployer, or paid to a third party on
behal f of an enpl oyee, are excludable from an

enpl oyee' s gross incone provided the nove is closely
related to the start of work and nmeets both the tine
and distance tests. |If the requirenents of all three
of these tests are not net, any paynents made for
novi ng expenses wi ||l be taxable and nust be reported as
specified in Section VIII.

1. Rel ated to Start of Wrk

The nove nust be nade in connection with the
commencenent of work at a new job |ocation and the
novi ng expenses nust be incurred within one year
fromthe tinme the enployee first reports to the
new j ob.

2. Ti me Test

During the 12-nonth period i mediately foll ow ng
t he nove, the individual nust be enpl oyed ful
time for at | east 39 weeks.

3. Di st ance Test

The di stance between the individual’s new job

| ocation and his or her forner principal residence
nmust be at |least 50 mles nore than the distance
bet ween the individual’s previous work | ocation
and his or her former principal residence.

The follow ng reasonabl e expenses are nont axabl e:

1) The cost of noving househol d goods and personal
effects (including in-transit or foreign-nove
st orage expenses); and

2) Expenses (including |odging but excl uding neal s)
incurred in traveling fromthe fornmer residence to
t he new resi dence.

Deducti bl e anmounts that are not reinbursed by the
University may be eligible for inclusion as an above-
the-1ine deduction (i.e., not subject to the 2% fl oor
for m scel | aneous deductions) on the enpl oyee's tax
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return.

B. TAXABLE EXPENSES

Any rei nbursenent of, or paynent to a third party for
taxable (i.e., nondeductible) noving expenses nust be
included in an individual's gross incone as taxable
wages.

The followi ng expenses are taxabl e’:

1) Travel expenses, neals, and | odging for pre-nove
househunting trips;

2) Meal s and | odgi ng whil e occupyi ng tenporary
quarters in the area of the new job |ocation;

3) Rental autonobile costs incurred while the primry
aut onobil e is being shipped to the new | ocati on;

4) Meal expenses incurred while noving fromthe old
resi dence to the new residence;

5) Qualified residence sale, purchase, and | ease
expenses (including honme inprovenents,

di sconnecting utilities, nortgage penalties, real
estate taxes, breaking a | ease, security
deposits);

6) Loss on the sale of a hone;

7) Any part of the purchase price of a new hone or
ot her costs associated with its acquisition;

8) Real estate taxes;

9) Expenses associated with the new | ocation such as
autonobil e registration, driver's |icense fees,
refitting of carpets and draperies, connecting
utilities;

10) M| eage reinbursements in excess of 16.5 cents per
mle; and

11) Storage charges, except those incurred in transit
and for foreign noves.

Refer to Section VIII for the tax reporting

requi renents applicable to noving expense paynents.

2 The real estate expenses detailed in items 5), 6), 7), and 8) are not
eligible for reimbursement.
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VI,

PAYMENT PROCEDURES

A

ADVANCE PAYMENTS

Any paynents made in advance to an enpl oyee or a
new appoi ntee for noving expenses shoul d not
exceed 75% of the total estimated rei nmbursenent
and nust be approved by the Chancellor or his or
her designee. A |larger percentage nmay be

aut hori zed as an exception when, in the judgnent
of the approving official, the best interests of
the University would be served. Such paynents are
treated as advances and nust be accounted for

wi thin a reasonable period of tinme after the nove
is conmpleted. Refer to BFB G 28 for procedures
applicable to recording uncl eared advances.

PAYMENTS MADE DI RECTLY BY THE UNI VERSI TY

The University may pay all or part of the cost of
transporting the househol d goods and personal
effects of an enployee or a new appointee directly
to a common carrier or household nover. Such
paynents nust be requisitioned using a purchase

or der.

REI MBURSEMENT PAYMENTS

A request for reinbursenent of nontaxabl e noving
expenses must be submtted to the accounting

of fice on a Travel Expense Voucher (or an

equi val ent electronic forn). The expenses nust be
listed in detail, supported by the appropriate
docunentation (i.e., original receipts or

equi val ent el ectronic receipts), and approved by

t he enpl oyee's departnent head or other authorized
of ficial.

| f taxabl e novi ng expenses are rei nbursed, such
anounts nust be tax coded for reporting on the
enpl oyee's Form W2, subject to withholding for
FI CA and i ncome taxes.

TAX REPORTI NG
1. Nont axabl e Anpunts

Al t hough amounts paid directly to an enpl oyee
for the rei nbursenent of nontaxabl e noving
expenses are excludible fromthe enpl oyee's
gross incone, such expenses nust be reported
on the enployee's Form W2. Nontaxable
expenses paid directly to a third party (such
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as a noving conpany) on behalf of an enpl oyee
or a new appoi ntee, and services that an

enpl oyer furnishes in kind to an enpl oyee,
are not reportable on the enpl oyee's Form

W 2.

2. Taxabl e Amount s

Amounts paid for taxable noving expenses,
whet her or not they are paid directly to an
enpl oyee, are includible in an enpl oyee's
gross incone, subject to wthhol ding of

i ncome, social security, and Medicare taxes.

Accounting Manual chapter D-371-12.1, Accounting
For and Tax Reporting of Payments Made Through the
Vendor System provides information on processing
novi ng expense paynents, including the appropriate
tax codes for such paynents.

| RS Publications 521, Myving Expenses, and 535,
Busi ness Expenses, contain additional information on
nMovi Ng expenses.

RESPONSI Bl LI TI ES

It is the responsibility of the departnment head to approve

t he paynment of novi ng expenses for nonacadeni c personnel.
(For details concerning the responsibilities for approving
novi ng expense paynents for academ c personnel, see Appendi X

A)

The Accounting O fice is responsible for review ng al
supporting docunentation to verify that the anounts cl ai ned
are allowabl e, and that the docunents were properly approved
prior to naking a paynent, or that adequate post audit
reviews are perforned. The Accounting Ofice also is
responsi bl e for ensuring that such paynents are tax coded
appropriately.
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APPENDI X A

POLI CY ON RELOCATI ON ALLOWANCE®

A GENERAL

A relocation allowance may be granted to an individual appointed
to a Seni or Manager or Manager/ Seni or Professional position. The
rel ocation allowance is intended to offset higher living costs in
the new |l ocation. This relocation allowance is provided at the
sol e discretion of the University and is not intended to reinburse
or offset actual or presuned costs in noving fromone location to
another. Relocation allowance paynents are excluded from covered
conpensation under the University of California Retirenent Plan or
Public Enpl oyees Retirenent System

B. ELIG BILITY

I ndividuals recruited to a University position within California,
who, at the time of recruitment do not reside within California
and who are not currently enployed by the University, nmay be
granted a relocation allowance.

C PAYMENT OF RELCCATI ON ALLOWANCE

1. The total value of the relocation allowance shall not exceed
25% of the menmber's annual i zed base appoi ntnent salary for
the position at the new work | ocation

2. Paynment of a relocation allowance normally is made on a
nmont hly basis over a period of four years, with 40% of the
al l owance paid in the first year, 30%in the second year
20%in the third year, and 10%in the fourth year. The
Chancel  or may nodi fy the schedul e of paynments based on the
ci rcunmst ances of the recruitnent.

3. Paynment of a relocation allowance for individuals recruited
into positions at the National Laboratories will be made at
the discretion of the Laboratory Director in accordance wth
pol i cies approved by the Departnent of Energy.

D. FUNDI NG SOURCES

Rel ocation al |l owances will be funded by individual canpuses or
Laboratories and charged to appropriate funding sources. Funding
sources for General Fund-supported positions nmay include funds
from avail abl e General Fund bal ances allocated by the Ofice of
the President to the canpuses by fiscal year end for various

pur poses including faculty recruitnent and budgetary savi ngs
relief. Paynments for positions which are not supported by Cenera
Fund sources are the responsibility of the campuses and shall be
charged to appropriate funding sources. Laboratories shall use
appropriate contract funding sources for the rel ocation all owance.

3 Replaces Executive Program Policy 31 issued 1/89, and Management
Program Guidelines issued 10/84, both titled Relocation Incentive--Temporary
Salary Supplement.
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AUTHORI TY

I ndi vi dual Chancel l ors and Laboratory Directors shall determ ne
the anobunt of the relocation allowance within the Iimts of this
Policy. If the total value of the relocation allowance and the
menber' s annual i zed base appoi ntment sal ary equals or exceeds the
anmount requiring Regental approval as stated in Bylaw 12.3(n) and
Standi ng Order 101.2(a), a one-tine approval by The Regents, upon
recomendati on of the President through the appropriate Regents'
Standing Comm ttees, is required.
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