Relocation Guidelines

A. Scope

1. These guidelines provide detailed information regarding employee eligibility for relocation reimbursement for actual costs, detailed information on allowable reimbursable relocation costs, repayment requirements and procedures.
2. These guidelines are intended to be used for the following situations:

a. Relocation of a new hire (known as Permanent Change of Station) at a new work station for a period of 12 months or longer.
b. Relocation of a current employee to a new work station for a period of 12 months or longer.

c. Temporary change of station assignments exceeding 6 months or longer.

B. Eligibility

1. New employees or current employees in the following employee classifications are eligible to receive relocation reimbursement.

a. Career

b. Term (including Career-Track employees)

c. Postdoctoral Fellow

d. Visiting Postdoctoral Fellow

C. Summary of allowable reimbursable relocation costs for permanent change of stations of 12 months or longer.
1. As provided for in the Federal Acquisition Regulations (FAR) 31.205-35 Relocation Costs and as recommended in the Federal Travel Regulations (FTR) 302 Relocation Allowances.
	REIMBURSABLE RELOCATION COSTS
	LBNL Guidelines

	Eligibility Requirement
	May reimburse new or current employees for relocation expenses if the employee relocates to a new LBNL work site that is 50 miles or greater from the employee’s current location.  The new assignment must be for a minimum duration of 12 months or longer.



	Travel for employee 
	Reimbursement for employee’s own travel is in adherence with RPM 11.08 Travel Policy. 

In summary, LBNL will reimburse:

· Domestic or Foreign travel (with appropriate advance approvals)

· Air, Auto, Bus, Railroad, or Ship Travel

· Per diem (lodging plus M&IE (meals and incidental expenses))

· 75% reimbursement for first and last day of travel for the employee

· 100% reimbursement for travel in-between the first and last day of travel for the employee



	Travel for employee’s immediate family 
	Reimbursement for employee immediate family members’ own travel is in adherence with RPM 11.08 Travel Policy.

In summary, LBNL will reimburse:

· Domestic or Foreign travel (with appropriate advance approvals)

· Air, Auto, Bus, Railroad, or Ship Travel

· Per diem (lodging plus M&IE (meals and incidental expenses))

· Per diem (lodging plus M&IE (meals and incidental expenses))

· 50% of the applicable M&IE is reimbursed for the first and last day of travel for immediate family members age 12 or older

· 75% of the applicable M&IE for in-between the first and last day of travel for immediate family members age 12 or older. 

· 37.5% of the applicable M&IE for in-between the first and last day of travel for children under age 12

· 50% of the applicable M&IE for in-between the first and last day of travel for children under age 12.


	Transportation of the household and personal effects and temporary storage
	May reimburse the cost of shipping household goods up to 18,000 lbs.

May reimburse the cost of storage up to 90 days initially and an additional 90 days by employee request.  Maximum storage reimbursement is 180 days.

May transport professional books, papers, and equipment to the new Lab work site as an administrative expense instead of through this relocation reimbursement guide.



	House hunting Trip by employee or spouse 
	One round trip house hunting trip may be reimbursed for the employee and/or spouse (or domestic partner) if the difference in work locations is 75 miles or more apart.  The house hunting trip may not exceed 10 calendar days and must be scheduled in advance of the relocation.


	Temporary lodging during transition period at new location  (per diem: lodging plus M&IE)
	Day 31 – Day 60 (including travel en route to new location)

· Per diem (lodging plus M&IE (meals and incidental expenses))

· 75% reimbursement for the employee

· 50% of the applicable M&IE for immediate family members age 12 or older. 

· 25% of the applicable M&IE for all other days for children under age 12.



	Closing costs of selling former residence and  continuing costs of ownership of the vacant former residence 
	Costs associated with the sale of the former primary residence and continuing costs of ownership of a vacant former primary residence until it is sold, will be allowed for new hire or permanent change of station employees who were homeowners at the former location at the time of relocation. 
These costs are limited to fourteen (14%) of the actual sale price of the property sold, limited as follows:

· If the former house is sold at a cost less than the cost listed on the listing statement, the fourteen percent (14%) will be computed on the actual final selling price.  The Relocation Coordinator should be notified whenever the listing price is reduced.  Any costs reimbursed above fourteen percent (14%) of the actual sales price will be paid back to LBNL by the employee.



	Other necessary and reasonable expenses. A lump-sum amount, not to exceed $5,000 may be allowed 
	May reimburse for miscellaneous expenses associated with discontinuing a former residence or establishing a new residence.

A lump-sum amount, not to exceed $5,000 may be allowed.

	Costs of acquiring a new home. 
	Reimbursement is allowed if the employee is homeowner before the relocation.  Reimbursement of costs for acquiring a new home is up to 5% of the purchase price of the new home.

	Mortgage interest differential payments 
	Reimbursement is allowed if employee is a homeowner before the relocation.

· Limited to the difference between the mortgage 

· Interest rates of the old and new residences multiplied by the most current balance of the old mortgage.

· Limited to 3 years



	Rental differential payments 
	Reimbursement allowed if employee retains ownership of a vacated home in the old location and rents at the new location.

· Rental quarters are comparable to the vacated primary residence in former location; documentation required

· Differential payments may not exceed the actual rental costs, less the fair market rent

· Limited to 3 years



	Costs of canceling an unexpired lease
	When the unexpired lease (including month to month) is for residence quarters at former location, may reimburse employee for settlement expenses for canceling an unexpired lease. 

Reimbursement for an unexpired lease is in lieu of residence transaction expenses (sale of former residence and purchase of new residence).

	Spouse employment assistance
	May reimburse employment assistance costs for spouse or domestic partner

	Tax Equalization
	Laboratory employees placed on a foreign change of station assignment will incur no increase or decrease in income taxes that he or she would have paid in the absence of the foreign assignment.  

Projected taxes on all sources of income will be grossed up except for those which become a tax liability solely through the choice of the employee.  All claims for reimbursement must be supported by copies of employee income tax returns, and other required documentation.


D. Summary of allowable reimbursable relocation costs for temporary change of stations that exceeds 6 months, up to 12 months.

1. As allowed in Contract 31, Section J, Appendix A.

2. As provided for in the Federal Acquisition Regulations (FAR) 31.205-35 Relocation Costs and as recommended in the Federal Travel Regulations (FTR) 302 Relocation Allowances.

	REIMBURSABLE RELOCATION COSTS
	LBNL Guidelines

	Eligibility Requirement
	May reimburse new or current employees for relocation expenses if the employee relocates to a new LBNL work site that is 50 miles or greater from the employee’s current location.  The change of station assignment must exceed 6 months.


	Travel for employee 
	Reimbursement for employee’s own travel is in adherence with RPM 11.08 Travel Policy. 

In summary, LBNL will reimburse:

· Domestic or Foreign travel (with appropriate advance approvals)

· Air, Auto, Bus, Railroad, or Ship Travel

· Per diem (lodging plus M&IE (meals and incidental expenses))

· 75% reimbursement for first and last day of travel for the employee

· 100% reimbursement for travel in-between the first and last day of travel for the employee



	Travel for employee’s immediate family 
	Reimbursement for employee immediate family members’ own travel is in adherence with RPM 11.08 Travel Policy.

In summary, LBNL will reimburse:

· Domestic or Foreign travel (with appropriate advance approvals)

· Air, Auto, Bus, Railroad, or Ship Travel

· Per diem (lodging plus M&IE (meals and incidental expenses))

· Per diem (lodging plus M&IE (meals and incidental expenses))

· 50% of the applicable M&IE is reimbursed for the first and last day of travel for immediate family members age 12 or older

· 75% of the applicable M&IE for in-between the first and last day of travel for immediate family members age 12 or older. 

· 37.5% of the applicable M&IE for in-between the first and last day of travel for children under age 12

· 50% of the applicable M&IE for in-between the first and last day of travel for children under age 12.



	Transportation of the household and personal effects and temporary storage
	May reimburse the cost of shipping household goods up to 18,000 lbs or may reimburse the cost of storage for the length of the temporary change of station.
May transport professional books, papers, and equipment to the new Lab work site as an administrative expense instead of through this relocation reimbursement guide.



	Apartment or house rental allowance
	May reimburse the cost of actual and reasonable apartment or house rental.


E. Responsibilities

	Role 
	Responsibilities 

	Hiring Manager (or Hiring Supervisor)


	· Suggests appropriate relocation allowances within the limits of the relocation guidelines based on advice from the Human Resources Center. 

· Solicits division management approval.

	Division Director, Operations Department Head (or designee)
	· Approves relocation allowances within the limits of the relocation guidelines.

	HR Center 
	· Advises hiring manager (or hiring supervisor) to prepare the employment offer and extend the offer, including applicable relocation provisions. 

· Communicates a general overview of employee benefits including relocation if provided to new employee.

	Employee 


	· Adheres to the requirements of the relocation guideline for allowable reimbursement.

· Arranges the house-hunting trip, household goods move, en route trip, temporary housing and other provisions of the relocation package.

· Works with the Relocation Coordinator to manage the relocation process.

	Relocation Coordinator 
	· Reviews expenses, completes vouchers, and submits documentation for review and approval.

· Works with employees on relocation logistics.

	Travel Manager
	· Reviews relocation benefits offered to employee.
· Approves payment request for employee and vendors.


F. Detailed Relocation Procedures
1. Refer to the Federal Travel Regulation 302 Relocation Allowances at http://www.gsa.gov/Portal/gsa/ep/channelView.do?specialContentType=FTR&file=FTR/FTR302TOC.html&pageTypeId=8199&channelPage=%2Fep%2Fchannel%2FgsaOverview.jsp&channelId=-16525

G. Appendix

1. Relocation Worksheet

2. New Hire Relocation Reimbursement Agreement

3. Relocation Paragraph for Employee’s Offer Letter
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