Moving Reimbursement Summary

Note: this is a summary of the basic moving policy considerations and is not intended to meet all needs.  The entire moving policy is available for review at http://www.uwsa.edu/fadmin/fppp/fppp19.htm
General Considerations - Is it in the best interest of the UW to provide reimbursement for relocation and travel expenses.  The following circumstances should be considered:

a. Are individuals skills in critically short supply?  If yes, is payment usually available from competing employers?

b. Is the labor market tight for this particular position?

c. Does the individual rank above all other candidates in a combination of training, experience, and personal qualities?

d. Will the best qualified individual for the position be unable to accept the institutions offer for financial reasons unless relocation expenses are paid?

Conditions for Reimbursement:

The distance from the old residence to new job is 35 miles more than old residence to old job, and the distance between old residence and new residence is at least 35 miles.
If using a moving company and the reimbursement will be over $3,000, the employee should use our contracted vendors (check our website for current contractors http://www.uwsa.edu/fadmin/fppp/fppp19at.htm) or obtain three quotes for the service from non-contracted vendors.  We reimburse lowest of the total reimbursable costs, but no more than moving amount approved.

Some of the services provided by the moving company are not reimbursable, employee should check the list of direct costs of relocation in the policy (generally packing, hauling, unpacking, and containers are reimbursable).
Incidental costs of the move (insurance, storage, auto hauling, travel costs enroute) are reimbursable only if a stipend is approved.  Stipends are discretionary and limited to $1,000. 

Mileage at the highest reimbursement rate for one vehicle one way is permitted for transporting the employee/family.  Mileage is limited to the most direct route mileage, but no more than the bill of lading mileage if commercial carrier is used.  A portion of this amount is taxable.
If a commercial carrier is not used, reimbursement is limited to actual reasonable and necessary costs for hired labor for loading and unloading, rental of trucks, trailers, packing materials, etc.  

Piecemeal moves can be reimbursed partially; they are limited to the cost that would have been incurred had the move occurred all at one time.
Temporary lodging may be granted as part of the overall moving reimbursement total.  It is limited to 45 days, and must be approved by Vice Chancellor for Administrative Affairs.   

Department Responsibility:

Specify in a letter to the new staff member the dollar amount you are authorizing for total reimbursement (ie. up to $1,500).  The letter will be part of the support attached to the Travel Expense Reimbursement (TER) report submitted for reimbursement.  If a stipend is to be included in the total, it must be specifically mentioned in the approval letter, as this is discretionary.  Stipends cover non direct costs and are limited to $1,000.   

Do not indicate that you will pay “whatever it costs”, as there are limitations imposed by the policy.  You should have a specific amount in mind, as this cost will be charged to your department, so please plan accordingly.

Approval for reimbursement is delegated to Deans and Division heads

Employee Responsibility:

Arrange for move.

Submit completed TER with all expenses itemized and explained.  Attach original receipts for services provided, commercial carrier’s itemized bill of lading if applicable, and the approval to pay moving expenses.  Receipts must clearly show amount paid to the vendor and indicate the service provided.  Estimates and unpaid invoices are not acceptable, the documents submitted must show payment was made.
Note:  Portions of this reimbursement may be taxable.  Direct costs of the move are not taxable, so if the entire reimbursement is for the commercial carrier, the reimbursement will not be taxable.  

Questions:  Call the travel office 472-3912

Full moving policy is available at http://www.uwsa.edu/fadmin/fppp/fppp19.htm 
