Relocation Policy - DRAFT

Policy:
CO. Relocation Policy is intended to provide guidelines for employee relocations.  This policy is designed to enable an employee to relocate himself/herself and family as economically and conveniently as possible.  

Eligibility:

The following requirements must be met in order for relocation expenses to be reimbursed:

· The employee’s current residence, in relation to their newly assigned work area, is such that relocation is necessary to insure a reasonable commuting/travel time to or with the new work area – the determination of which is at the sole discretion of CO.  50 mile rule – to be eligible for tax treatment as a relocation move, IRS guidelines require the new work location to be more than 50 miles further than the distance between the employee’s current home and existing work location.

· The estimated duration of the employment assignment at the new location must be more than one year.

· Relocation activities must be initiated by the employee within 30 days and must be complete within a reasonable period.  Relocation to the new area must occur within 6 months of the offer.  Extensions to the relocation period require the approval of the Division Vice President.  Relocation expenses incurred after the allowable relocation period will not be reimbursed to the employee.  The employee’s refusal to relocate under these circumstances is grounds for termination.

· If an employee voluntarily resigns from CO. within twelve months of date of hire or date of relocation, the employee will be required to reimburse CO. for all expenses associated with the relocation.

Tier 1: Office Managers, Sales Representatives, Professional (Salaried employees), Sales Managers, Customer Service Managers

Tier 2: Branch Managers, Branch Operations Managers, Site Managers, Division Operations, Sales and Maintenance Managers

Tier 3: Division Vice Presidents, Executives

Temporary Living: 

Temporary living expenses may be reimbursed if an employee is required to report to a new assignment, or to vacate a former residence before a new residence is available or while household goods are in transit.  At CO. sole discretion, temporary housing may be in a hotel, furnished apartment/townhouse, or house, whichever is most cost effective and practical.  

Tier 1: Reasonable and actual lodging for a period not to exceed 30 days when utilizing a hotel/motel. Total expenses not to exceed $2,000.  

Tier 2: Reasonable and actual lodging for a period not to exceed 60 days when utilizing a hotel/motel.  Total expenses not to exceed $4,000. 

Tier 3: Reasonable and actual lodging for a period not to exceed 90 days when utilizing a hotel/motel. Total expenses not to exceed $6,000.

House Hunting Trip:

Tier 1: The employee, spouse and family are authorized to make (1) one trip of not more than (3) three days at the company’s expense for the purpose of finding suitable housing accommodations at the new location.  Travel expenses will be reimbursed; this includes travel expenses by auto, economy airfare, rail or bus as well as meals and lodging at reasonable and customary rates. The Company will pay a maximum of $2,000 for a house hunting trip.  Any expenses over $2,000 are the responsibility of the employee.

Tier 2: The employee, spouse and family are authorized to make (1) one trip of not more than (7) seven days at the company’s expense for the purpose of finding suitable housing accommodations at the new location.  Travel expenses will be reimbursed; this includes travel expenses by auto, economy airfare, rail or bus as well as meals and lodging at reasonable and customary rates.  The Company will pay a maximum of $3,000 for a house hunting trip.  Any expenses over $2,000 are the responsibility of the employee.

Tier 3: The employee, spouse and family are authorized to make (1) one trip of not more than (7) seven days at the company’s expense for the purpose of finding suitable housing accommodations at the new location.  Travel expenses will be reimbursed; this includes travel expenses by auto, economy airfare, rail or bus as well as meals and lodging at reasonable and customary rates.  The Company will pay a maximum of $3,000 for a house hunting trip.  Any expenses over $4,000 are the responsibility of the employee.

Family Relocation:

Tier 1, 2, and 3: Reimbursement will be made for the cost of economy airfare for the employee, spouse and their children to the new location.  Should the employee and family travel to the new location by personal automobile, reimbursement will be made for one automobile at the current corporate mileage rate.  Mileage will be calculated on the basis of the most direct route.  The employee will be responsible for any expenses beyond $5,000. 

Household Goods:

Tier 1:  max $5,000

Tier 2: max $10,000

Tier 3: max $15,000

· Direct payment will be made to the moving company for the transportation of household furniture and personal belongings from the employee’s present residence to the new location.  This will include packing, transfer, and unpacking.  (Should expenses be paid by the employee and reimbursed by the company, this is considered taxable income).

· CO. reserves the right to designate the carrier and arrange for the transport of household goods.  If the employee arranges for the carrier, two competitive bids must be provided prior to selection.

· All insurance required to protect the household and personal belongings during the moving process will be paid for by CO.

· Items not reimbursed for moving under this policy includes articles of high intrinsic value such as coin collections, art work, antiques of more than ordinary value, negotiable papers, and jewelry.  No allowance will be made for relocation of recreational vehicles, boats, additional automobiles (more than two), private aircraft, livestock, equipment/facilities applicable to a sideline business, and other articles not ordinarily considered household goods or personal effects.  Also excluded are items such as flowers, shrubbery, perishable food items, firewood, pets or animals of any kind, fireworks, and ammunition.  Low value items such as paint or other combustibles should be disposed of before the move is made. 

· CO. will not pay for the following relocation expenses: costs incurred at a new home for installation of utility lines for washers, dryers and refrigerators, or electrical lines for washers and dryers, or installation of TV antennas, etc.; utility deposits, extra labor such as maid service; installation, removal, or cleaning of drapes and/or carpeting, or gratuities to movers.

Temporary Storage:

Tier 1:  If necessary, storage of household belongings will be provided for a period not to exceed 30 days. 

Tier 2:  If necessary, storage of household belongings will be provided for a period not to exceed 60 days. 

Tier 3:  If necessary, storage of household belongings will be provided for a period not to exceed 90 days. 

Housing:
CO. does not purchase homes.

To assist the employee in the selling of his or her residence, CO. will reimburse the following closing costs:

· One appraisal

· The real estate brokerage fee at the prevailing rate for that area provided the residence is not used for commercial purposes.

· Real estate transfer taxes.

· Revenue Stamps

· Attorney Fees

To assist the employee in the purchase of his or her single-family residence at the new location, CO. will reimburse the following.

· Reasonable and actual closing costs not to exceed one percent of the purchase price. (e.g. appraisal fees, attorney fees, title search, recording fees).

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

Lease Cancellation:
If the employee is renting in the location from which he is being relocated, the employee is expected to use their best efforts to obtain a cancellation of the lease at the least possible expense. CO. will not appear in any negotiations with the landlord, and no indication should be given to the landlord that the employee may be reimbursed for the lease termination expense.  Charges assessed for cleaning the premises or to repair damages will not be reimbursed.

If the employee, with the prior approval of CO., has obtained a reasonable lease cancellation from the landlord, the company will reimburse for termination expenses not to exceed one month’s rent, not to exceed $1,500.

Tax Information:

All payments, whether received directly or indirectly by an employee as a payment for reimbursement of expenses related to moving from one residence to another and attributable to employment, will be included on a W-2 in the taxable year received, whether or not it is considered as part of gross income will depend on the particular expense.

CO. is required to furnish a detailed statement of all payments to and on behalf of the employee for moving expenses on IRS Form 4782 or equivalent by January 31 following the year in which the payment was made.  This is designed to assist an employee in completing IRS Form 3903 on Schedule 1A, a form that is attached to your regular IRS Form 1040.  IRS Form 2119 should be filed if a home is sold.  

