





described initens 1) and 2) of this section.
| f the autonobile(s) is shipped to the new
resi dence, the University wll reinburse the
cost of shipping.

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 itenms such as utility
sheds, swing sets, swimmng pools, satellite
di shes and so forth al so nmay be rei nbursed.

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
t he cost does not exceed the anount that
woul d have been eligible for paynent if al

of the househol d goods had been noved from
the old residence initially. Furniture or
househol d goods purchased en route fromthe
old to the new residence may not be
transported except at the enpl oyee's personal
expense. Expenses related to noving the
following itenms al so nmay be paid: boats, hot
tubs, canpers, and pl ayhouses.

Transportation of donestic pets (does not
include livestock) fromthe old to the new
resi dence. 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 meals and
| odgi ng during such travel, can be nmade
after the University has approved
enpl oynment 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
wor k | ocation during any one period of
thirty (30) consecutive days after
approval of enploynment. At the
di scretion of the University,
rei nbursenent of such expenses nay be
made for other nmenbers of the enployee's
famly. The cost of entertainnment,
| aundry, transportation, or other
per sonal expenses, or expenses of
occupying tenporary quarters at the old
work | ocation are not reinbursable. The
cost of transportation, including the
rental of an autonobile, is reinbursable
if the individual's autonobile is
unavai |l abl e.

B. MANAGERS, SENI OR PROFESSI ONALS, AND PROFESSI ONALS
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 campus outside a reasonabl e comruti ng di stance.

One-hal f of the actual noving expenses may be paid
for a new appointee to the University who resides
out side the commuting distance of the canpus to
whi ch he or she has been appoi nt ed.

2. Rei nbur sabl e Expenses

The foll om ng expenses are eligible for
rei mbur senent:

a. Actual and necessary expenses incurred for


http://www.ucop.edu/ucophome/policies/bfb/g28.html

C.

packi ng, insurance, transportation, storage
fees (not to exceed thirty (30) cal endar
days), transporting itens to and from
storage, unpacking, and installation of the

i ndi vidual's househol d effects at the new

| ocation, 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 University allowance for neals, as
specified in BFB G 28.

SUPPORT STAFF
1. Eligibility for Rei nbursenent

Movi ng expenses shall be paid by the University
when an enployee is required to transfer to a
canpus outside a reasonabl e comruti ng di stance.

Movi ng expenses shall be paid, subject only to
avai lability of funds, when an enpl oyee accepts a
pronotion in a position, which the enpl oyee has
initiated at a canpus outside reasonabl e commuting
di st ance.

2. Rei mbur sabl e Expenses

See Section B.2 above for a list of expenses
eligible for reinbursenent.

VI . 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
nmovi ng expenses Wi Il 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
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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 new job | ocation nust be at |east 50 mles
farther fromthe individual's fornmer principal
resi dence than the former principal job |ocation.

The foll ow 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 excluding neal s)
incurred in traveling fromthe fornmer residence to
t he new resi dence.

Deducti bl e anounts 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 |l aneous deductions) on the enpl oyee's tax
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
guarters in the area of the new job |ocation;

? The real estate expenses detailed in items 5), 6), 7), and 8) are not

eligible for reimbursement based on a decision of the Council of Chancellors,
effective July 1, 1996.
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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 reinbursenments in excess of twenty seven
(27)* 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.

VIITIT. PAYMENT PROCEDURES
A ADVANCE PAYMENTS

Any paynents made in advance to an enployee or a
new appoi ntee for noving expenses shoul d not
exceed 75% of the total estimated rei nbursenent
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.

*Effective July 1, 2008
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B. 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 enpl oyee or a new appoi nt ee’
directly to a conmon carrier or household nover.
Such paynents nust be requisitioned using a

pur chase order

C. REI MBURSEMENT PAYMENTS

A request for reinbursenent of nontaxabl e noving
expenses must be submtted to the accounting
office on a Travel Expense Voucher (Form U35 or
its equivalent). The expenses nust be listed in
detail, supported by the appropriate docunentation
(i.e., original receipts), and approved by the
enpl oyee' s departnment 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 wi thholding for
FI CA and i ncome taxes.

D. TAX REPORTI NG
1. Nont axabl e Anpunt s

Al t hough amounts paid directly to an enpl oyee
for the rei nmbursenent 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
as a noving conpany) on behal f 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 enployee'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.

3 Subject to the limitation of one-half of the total moving expenses for new

appointees in certain classifications (see Section VI and Appendix C).
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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
novi ng expenses.

RESPONSI BI 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 office is responsible for review ng al
supporting docunentation to verify that the anmpunts cl ai ned
are allowabl e, and that the docunents were properly approved
prior to making a paynent, or that adequate post audit
reviews are perforned. The accounting office also is
responsi bl e for ensuring that such paynents are tax coded
appropriately.
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APM - 550
RECRUI TMENT

APPENDI X A

Movi ng Expenses for Intercanmpus Transfer
(Rev. 8/18/72)

550-0 Policy

Whenever a nmenber of the teaching faculty who holds a continuing
appoi nt mrent on one canpus of the University transfers permanently
to anot her canmpus or whenever another appointee is requested or
ordered to nmove from one canpus to another the University will pay
t he novi ng expenses.

For possible eligibility for paynent of renpval expenses for those
not eligible under this section, see Section 560.

tion

550-4 Defi ni

An eligible appointee may receive rei nbursenent for the follow ng
expenses:

a. Actual traveling expenses for the appointee and famly in
accordance with University travel regulations as announced
by the Vice President--Financial and Busi ness Managenent.

b. Packi ng, insurance, and freight of the appointee's househol d
goods when properly supported by invoices and receipts.

550-9 Advance Payment

550-22

I n unusual circunstances advance paynments for novi ng expenses may
be made provided that the following conditions are net:

a. The requested advance is approved by the appropriate
adm nistrative officer of the receiving canpus or |ocation

b. The proposed advance does not exceed 75 percent of the
anmount estimated to be paid by the University as conputed by
the Accounting O ficer.

C. Procedures concerning advance paynments are found in Business
and Fi nance Bulletin G 28.

Source of Funds

Movi ng expenses resulting frominterlocation transfers are paid
fromthe Supplies and Expense Budget of the receiving departnment.
The departnental Supplies and Expense Budget nay be rei nbursed
fromthe provision for renpval expenses upon certification of
need.
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550- 24

550- 99

Aut hority

a. The Chancel |l or of the receiving campus has the authority to
approve novi ng expenses for intercanpus transfer

b. The Vice President--Agriculture and University Services and
t he Acadenic Vice President have authority to approve noving
expenses for interlocation transfers for appoi ntees under
their jurisdictions.

For s

Application for noving expenses is nade on Travel Expense Voucher
Form 85. (See al so Business and Finance Bulletin G 28.)
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APM - 560

RECRUI TMENT

Renoval Expenses/ Gener al
(Rev. 9/18/79)

560-0 Policy

Renoval expenses may be provided for certain new appoi ntees (see
Section 561-14) to academic positions. Renpval expenses are not
provi ded automatically nor do they constitute a perquisite of
University enploynment; they are paid in accordance with the

pur pose and procedure described bel ow.

560- 2 Purpose
Partial paynment of renoval expenses is a privilege which nay be
accorded to qualified persons in order to expand the geographica

area for selection of permanent academ c staff and thus enhance
the effectiveness of University recruitment.

560-4 Definition

Renoval expenses for which the University may rei nburse eligible
personnel are as foll ows:

a. Rei nbur senent for the total cost

Renoval of a personal library belonging to a newly-hired
faculty menber, if such library is to be nade generally
avai l abl e to students and faculty.

b. Rei nbur senent for one-half the total cost:

(1) Packi ng, freight (but not storage) and insurance of
househol d goods, when properly supported by invoices
and receipts.

(2) Ai rcoach transportation for appointee and i medi ate
famly or an equival ent amount for other travel in
accordance with standard airline fare policies and
University travel regulations as announced by the Vice
Presi dent - - Fi nanci al and Busi ness Managenent .

(3) Meal s enroute for appointee and i mediate famly in
accordance with University travel regul ations as
i ssued by the Vice President--Financial and Business
Managenent. |If travel is by autonobile, the cost of
neal s is an all owabl e expense only to the extent that
nm ght have been necessary if travel had been by air
coach.

560-9 Advance Paynent

I'n unusual circunstances, advance payments on renoval expenses nay
be made provided that all the follow ng conditions are net:

a. The prospective appointee has conplied with all necessary
requi renents for the appointnent.

b. The proposed advance does not exceed 75 percent of the

amount estimated to be paid by the University as conputed by
the Accounting Oficer
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560- 14

Eligibility

Academ ¢ appointees who fulfill the follow ng requirenents are
eligible for payment of renobval expenses:

a.

Acadeni ¢ appointees with any of the following title series
and titles: professorial series, astronomer series,
agronom st series, Cooperative Extension specialist

(advi sor) series, Cooperative Extension ( ), Professor
( ) in Residence, supervisor of physical education
series, continuing education specialist series, Field Wrk
Supervi sor, Supervisor of Teacher Education, Supervisor of
Teachi ng, Assistant University Librarian, Associate
University Librarian, and University Librarian

If the nom nating departnent provides reasonabl e assurance
of its intention to recommend the Acting appointee for
regul ar acadenmic rank within one year following the initia
acting appoi ntnent, the Acting appoi ntee may be all owed
renoval expenses. |n accordance with existing University
policy on renmoval expenses, this allowance, which may be
made wi thout reference to any "emergency" aspects of the
appoi ntment, requires approval by the Chancell or

Appoi ntees to the professional research series (this

excl udes Research Assistants) and to the title Postgraduate
Research (e.qg. Physicist) may be reinbursed for renpval
expenses in those cases I n which such paynent is an

al | owabl e cost under the contract or grant. Those who have
recei ved travel expenses in accordance with Section 570-0
and who later are continued beyond the origina

termof enploynent are eligible for rei mbursenent of renoval
expenses beyond the anmount of travel expenses previously
recei ved; such rei nbursenment being subject to the policy
then in effect governing such reinbursement for professiona
research personnel. It is not necessary that a specific
provi sion for the purpose of making rei nbursenent for
renoval expenses appear in the item zed budget if it can be
established that it is allowable cost under the genera
terms of the contract or grant.

Visiting appoi ntees who are subsequently appointed to the
regul ar faculty ranks or to the regul ar professiona
research series are eligible for reinbursenent of renova
expenses beyond the anmount of travel expenses previously
rei mbursed. Such reinbursenment is subject to the policy
then in effect governing such reinbursement for the regular
facul ty.

Teachi ng Fell ows, Teachi ng Assistants, graduate students
appoi nted as Associates or as Acting Instructors, and
Research Assistants in agriculture are provided certain suns
for renoval expenses in accordance with the provisions set
forth in Section 561.

Lecturer and Senior Lecturer appointees are not eligible for
t

renoval expenses, but see Section 283-20 e. for conditions
under which sonme traveling expenses may be all owed.
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560- 16

560-22

560- 24

560- 94

560-99

Li mtations

Si nce renoval expenses are granted to the household and not to the
i ndi vidual nenbers thereof, paynent nay not exceed nore than one-

hal f of the actual renopval expenses for any one househol d even

t hough nore than one nenber of the sane household nay at the same

time be appointed to the University staff.

Sour ce of Funds

Renoval expenses for persons who appointment is funded entirely
fromextranural funds nust be paid from non-State funds.

Authority to G ant

The Chancell or, the Provost and Senior Vice President—-Academ c
Affairs, and the Vice President--Agriculture and Natural Resources
are authorized to approve the paynent of renoval expenses and
advances for renmpval expenses for those persons eligible as listed
in Section 560-14. They are further authorized to make exceptions
in individual cases to Sections 560-4 and 560-14.

Application

Application for rei nbursenent of renpval expenses should foll ow
t he procedures of Business and Finance Bulletin G 13, Renpva
Expenses.

For s

Application for renoval expenses is made on the follow ng forns:

a. Travel Expense Voucher, Form 85R
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APM -

RECRUI TMVENT
Renoval

(Rev.

Expenses/ Assi stant s
10/ 1/ 81)

561-0 Policy

Renoval expenses for Teachi ng Assi stants, Teaching Fel | ows,
graduat e students appoi nted as Associates or as Acting
Instructors, and Research Assistants in agriculture are authorized
to be paid as flat rates depending upon the point of origin of the
aut hori zed travel and without regard to actual expenses, in
accordance with the schedul e described in Section 561-18.

561-9 Advance Paynent

561-14

561-16

I n unusual circunstances, The Regents have authorized the
Accounting O ficer to nmake advance paynents on renoval expenses
provided that all the follow ng conditions are net:

a. The requested advance is approved by the Chancell or

b. The prospective appointee has conplied with all necessary
requi renents for appoi ntnent.

C. The proposed advance does not exceed 75 percent of the
anmount estimated to be paid by the University as conputed by
the Accounting Ofice.

Eligibility

The following titles are eligible for the partial paynent of
renoval expenses under the provisions of Section 561:

a. Teachi ng Assistants, Teaching Fell ows, and graduate students
appoi nted as Associates or as Acting Instructors, at the
time of their initial appointment, recruited within the
United States, who are appointed for a full academ c year

b. Teachi ng Assistants, Teaching Fell ows, and graduate students
appoi nted as Associates or as Acting Instructors, at the
time of their initial appointnent, recruited from outside
the United States, who are appointed for a full acadenic
year, but paynent requires prior review and approval of the

Chancellor. In no case may the maxi mum paynent of $440 be
exceeded.
C. Research Assistants in the College of Agriculture and

Experiment Station, at the tinme of their initia
appoi ntnent, recruited within the United States, who are
appointed for a full academ c year

Restrictions
Paynment of renoval expense all owances under Section 561 for trave

frompoints of origin within the State of California is not
aut hori zed.
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561-18

561-22

561-24

561-94

561-99

Rat e

Renoval expense all owances are authorized to be paid as flat rates
according to the followi ng schedul e, except that in no case may
t he maxi mum paynment of $440 be exceeded:

Renoval Expense Approximate Air Mles from
Al | owance Point of Oigin to UC Canpus
$440 2,400 and over
355 1,800 to 2,399
280 1,300 to 1,799
225 900 to 1,299
160 under 900

Sour ce of Funds

The | ocal provision for renoval expenses is used to reinburse the
department Supplies and Expense budget for the payment of renova
expenses for new academ ¢ appoi nt ees.

Authority to G ant

The Chancellor is authorized to approve the payment of renpva
expenses and advances for renoval expenses for those persons
eligible as listed in Section 561-14.

Application

Application for reinbursenent of renoval expenses for those titles
el i gi bl e under APM - 561-14 should follow the procedures of
Busi ness and Finance Bulletin G 13, Renpval Expenses.

For s

a. Application for renoval expenses for Teachi ng Assistants,
Teachi ng Fell ows, G aduate students appoi nted as Associ ates
or as Acting Instructors, and Research Assistants in
agriculture is made on the Request for |ssuance of Check
Form 5
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APPENDI X B

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 |ocation to
another. Relocation allowance paynents are excluded from covered
conpensati on under the University of California Retirenent Plan or
Publ i c Enpl oyees Retirenent System

B. ELIG BILITY

Individuals 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 all owance.

C PAYMENT OF RELOCATI ON ALLOWANCE

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

2. Payment of a relocation allowance normally is made on a
nonthly 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 l or may nodify the schedul e of paynents based on the
circunst ances of the recruitnment.

3. Paynment of a relocation allowance for individuals recruited
into positions at the National Laboratories will be nade at
the discretion of the Laboratory Director in accordance wth
pol i ci es 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 may 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
purposes including faculty recruitnent and budgetary savi ngs
relief. Payments for positions which are not supported by Cenera
Fund sources are the responsibility of the canpuses and shall be
charged to appropriate funding sources. Laboratories shall use

: 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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appropriate contract funding sources for the rel ocation all owance.
AUTHORI TY

I ndi vi dual Chancell ors and Laboratory Directors shall determn ne
the anount of the relocation allowance within the Iimts of this
Policy. |If the total value of the relocation allowance and the
nmenber's annual i zed base appoi ntnent 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-tinme approval by The Regents, upon
recommendati on of the President through the appropriate Regents
Standing Comm ttees, is required.
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Moving Expense Payment Eligibility

Nonacademic Positions

Appendix C

The following chart details the moving expense payment eligibility for current employees

and new appointees.

Employee Classification Eligible for Eligible for Full | Not Eligible for
Payment of Up Payment Payment
to One-Half

Current Employee:

Senior Manager X
Manager, Senior Professional,

and Professional X
Support Staff N

New Appointee:

Senior Manager X
Manager, Senior Professional,
and Professional X

Support Staff
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