Definitions

CSU Stanislaus Moving and Relocation Allowances

For the purpose of these procedures, the following definitions will apply:

Scope

Appointing Authority — Appropriate area or his/her designee.

Headquarters — The place where the employee spends the largest portion of regular work days
or working time or the place to which the employee returns on completion of special
assignments.

President — Shall include his/her designee.

Residence — A primary dwelling is the actual dwelling place of the employee and shall be
determined without regard to any other legal or mailing address.

Household Goods — Personal effects and items used or to be used in the employee’s residence
necessary for the maintenance of a household. Household or personal goods include items
such as furniture, clothing, household appliances, foods, and other items which are usual or
necessary for the maintenance of a household. Items not included are automobiles or other
motor vehicles such as boats, equipment, building material, etc.

Long Term Temporary Assignment — An assignment period of six months or longer.
Employee — A current CSU employee or an individual who has been offered a position within
the CSU by an authorized authority and has accepted such an offer.

Current CSU employees

Whenever a current CSU employee is required to change his/her place of residence because
of a change in assignment, promotion, or other reason related to the employee’s duties
considered to be in the best interest of the CSU, the employee shall receive reimbursement
for reasonable moving and relocation expenses.

To qualify for reimbursement, the new job location must be at least 50 miles farther from the
employee’s former home than the old primary job location. The Vice President for
Administration and Finance may authorize exceptions to this requirement in cases where it
creates unavoidable hardship for employees.

Initial appointments

An individual, who has accepted a position within the CSU, may receive reimbursement for
his/her reasonable moving and relocation expenses. This provision applies to an employee of
a CSU campus who accepts an ongoing assignment at another CSU campus.

The determination of who is to receive such reimbursements and the amount of such
reimbursements shall be made by the appropriate area vice president.

Temporary appointments

A current CSU employee who accepts a long-term temporary assignment offered by a CSU
other than his/her current appointing authority may receive a temporary relocation allowance.
To receive consideration for this allowance, the employee’s temporary job location must be at
least 50 miles farther from the employee’s permanent residence than the former job location.
The appropriate area vice president may authorize exceptions to this requirement in cases
where it creates unavoidable hardship for the employee.

The temporary employee must also maintain a permanent residence in the vicinity of the
former job location for the duration of the temporary appointment.

Temporary relocation allowances will not be authorized for every temporary appointee
meeting the requirements identified above. The determination of who is to receive such an
allowance, and the amount of that allowance, shall be made by the appointing authority
subject to the requirements of these procedures.
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Reimbursable Expenses
Full or partial reimbursement, within budgetary constraints, may be allowed for the actual
and necessary expenses incurred for the following when properly documented by invoices and receipts:

e Packing

e Insurance

e Transportation

e Storage in transit (not to exceed 60 days)

e Unpacking and installation of goods at the new residence

If an employee elects to move him or herself, reimbursement for such moves may not exceed the costs
that would have been incurred had a commercial firm been used.

An employee and spouse or domestic partner may be reimbursed for relocation travel (defined as a one-
way trip from the former residence to the general area of the new primary job location). The following
limits apply:

e Lodging — Actual expenses supported by an original receipt

e Meals — not to exceed $55.00 per day maximum supported by itemized receipts

e Incidentals - $7.00 for each complete 24-hour period

e Mileage - $0.19 cents per mile
There is no provision for the relocation of children or pets.

This allowance shall not be paid for more than 60 days unless the appointing authority has determined in
advance that the search for a new residence will result in unusual and unavoidable hardship for an
employee and spouse or domestic partner and, therefore, has granted an exception.

This allowance shall terminate immediately upon establishment of a permanent residence.

The following moving expenses are subject to withholding and are therefore reportable and taxable as
income. Employees should consult a tax professional regarding the potential impact of moving and
relocation benefits.

Meals connected with the move

Pre-move house hunting trips

Temporary living expenses

Sales or purchase of a residence

Leases, unexpired or new

Storage more than 30 days after moving into residence

Mileage reimbursement in excess of the federal moving expense mileage rate

Moving expenses that do not meet the time or distance tests (The federal time test is an
employee must work full time for 39 weeks during the 12 months immediately following the
move and the federal distance test is an employee’s new headquarters must be at least 50
miles farther from the employee’s former residence compared to the distance between the
former residence and the old headquarters.)

Procedure for Payment of Claims

o A completed travel expense claim form with all receipts and/or invoices verifying the actual
costs of a move shall be submitted directly by the employee to his/her appointing authority.

e A copy of the appointment letter should be attached to the claim

e Claims/invoices for faculty moving expenses must be approved by the dean and Associate
Vice President of Faculty Affairs.

o |f the appointing authority approves the reimbursement, the claim form should be sent to the
campus Travel Coordinator in Financial Services. The Travel Coordinator will reimburse the
employee directly or pay the carrier directly upon receipt of the claim forms or invoices.
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e The employee may contract directly with a carrier for moving and relocation services. The
carrier may direct bill the campus once the appointment letter has been authorized by the
appointing authority.

Temporary Relocation Expenses
A temporary relocation allowance to defer the cost of housing may be authorized for the duration of a
temporary appointment (as described under the section on temporary appointments).

e The allowance may be negotiated at any rate up to and including 75% of the current long-tern
in-state travel subsistence allowance

e Avoucher, lease agreement, or other documentation reflecting housing expenses must
support the temporary relocation allowance paid to an employee.

e Reimbursement may be claimed by the employee no more than once per month.

e Housing expenses for long-term employees may also be paid directly by the temporary
appointing authority, up to the maximum reimbursement level noted above.

Institution responsibility
The campus shall ensure that a copy of these procedures is given to the employee upon notice to the
employee of an impending move.

Effect of Memorandum of Understanding on Internal Procedures

Notwithstanding any other provision of these Internal Procedures, if a Memorandum of Understanding
entered into pursuant to the Higher Education Employer-Employee Relations Act is in conflict with these
provisions, the terms of the Memorandum of Understanding and not the provisions of the Internal
Procedures shall govern as to those employees covered by the Memorandum of Understanding.

Repayment Provisions

If the employee does not wish to continue employment with the CSU for reasons other than involuntary
separation, disability, death, or other similar unexpected causes beyond the control of the employee as
determined by the appointing authority, the employee will be required to repay the University for all
moving and relocation expenses as follows:

100% if employed less than 6 months

75% if employed at least 6 months but less than 12 months

50% if employed at least 12 months but less than 18 months

25% if employed at least 18 months but less than 24 months

This provision does not apply to temporary relocation allowances as described in the Temporary
Relocation Allowance section.

Resources

For a list of Household Moving Service companies currently under contract with the CSU copy the web
link below into your internet browser. Scroll down until you see the start of Household Moving Services.
http://csucsp.calstate.edu/es/csp/storetemplate.cfm?storeid=7

Questions can be addressed to:
Clyta Polhemus
Director of Procurement & Accounts Payable
CSU Stanislaus
One University Circle MSR 270
Turlock, CA 95382
(209) 664-6507
Fax (209) 667-3076
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