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Employee Moving/Relocation Guidelines

The employee’s offer letter will detail the amounts for reimbursement of moving and/or relocation
expenses. Moving and relocation expenses are not to exceed the dollar amount or time period specified
in the offer letter, but in all cases VPAA will not approve any moving expenses incurred after six months
from hire date. (Policy 10.013)

The appropriate Vice President or President must approve Moving/Relocation expense reimbursements
before payment is processed regardless of funding source.

The Provost office may reimburse for the following moving expenses:

e One trip involving the actual costs of moving household goods and personal effects with a rental
vehicle or moving company.

e The cost of packing and crating household goods and personal effects including items belonging
to a spouse/partner and/or dependents.

e Transportation or relocation expenses incurred to move family pets to the new location.

e The cost of supplies to pack or crate belongings

e The shipping of one vehicle.

e The cost of traveling in personal vehicle directly from the old home to the new home
(calculation based on actual receipts for gas or using the standard state mileage rate).

e Reimbursement of toll expenses, if receipts are available.

e Meal expenses with original receipts

e Lodging expenses during travel from the old home to the new home.

e Travel expenses for up to two house hunting trips (airfare, lodging, and mileage or rental car
expense).

e Intransit storage for up to 30 consecutive days.

UNT is part of the E&I Cooperative Services that has discounted relocation services. Using an E&| moving
vendor is highly encouraged but not mandatory (link to vendor list can only be accessed by active
employees and will require a EUID and password). If a vendor is used that is not on the E&I vendor list
for moves over $5,000 it is required to obtain three written bids two of which must be HUB vendors. An
explanation must be attached to the reimbursement request if the lowest bid is not selected. The
department administrator can help in this process and submit the requisition through the EIS system to
pay the vendor directly and avoid any direct out of pocket expense.

The following expenses are not reimbursable as moving/relocation expenses:

e Spouse/partner or dependent travel for sole purpose of seeking new employment
e Transaction or sales commission fee for the sale of property

e Real-estate expenses

e Utility and Phone installation

e Loss of security deposits

e Any other expense deemed to be unrelated to UNT
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https://policy.unt.edu/sites/default/files/10.013_Moving_2005.pdf
https://www.untsystem.edu/hr-it-business-services/procurement/purchasing/moving-services
https://www.untsystem.edu/hr-it-business-services/procurement/purchasing/moving-services
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Taxable Items

Many moving expenses may be treated as taxable income by the IRS, consult the Internal
Revenue Service (IRS) publication 521, “Moving Expenses”, for relevant income tax information.
Any expenses related specifically to a spouse/partner or dependents will be considered taxable
income to the employee.

Mileage reimbursements to employees in excess of the IRS mileage rates

If receipts for the cost of moving are not provided by the new employee for moving/relocation
expenses or if the reimbursement is issued as a lump sum payment directly to the employee,
the reimbursement will be taxable. (Policy 10.043)

If any receipts are presented for reimbursement more than 60 days from the time the expense
was incurred the reimbursement will be reported as income on the w-2 and subject to
withholding and all payroll taxes. (Policy 10.049)

All moving/relocation expenses beyond the approved monetary amount included in the offer letter are
the sole responsibility of the individual.

Employees should work with their department administrative personnel to receive reimbursement for
their moving/relocation expenses.

Though many of the expenses for moving/relocation are travel related in nature they should be
submitted on a requisition in EIS and not a travel voucher.

Department administrative personnel are responsible for the following processes:

Retain receipts from the employee and attach them along with the employee offer letter to any
requisitions made in the EIS system for reimbursement.

Processing the EIS requisition for reimbursement for vendors and employees to obtain payment
for moving/relocation expenses.

Balance moving and relocation expenses against amounts stated in the employees offer letter to
insure no overpayment of funds.

*All requisitions for moving/relocation expenses should include a faculty recruiting purpose code
of 10003.

Instructions for department reimbursement

Contact Dilana King by email with the following information:

The approved position number.

The Chartstring that incurred the expenses

The total amount incurred

A statement that all backup documentation is on file in the department office.

Once all needed information is received the Provost office will process an ABA to complete the
reimbursement to the department. Additional information regarding Faculty recruitment and Hiring
expenses reimbursement can be found on the VPAA site under faculty resources.
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https://www.irs.gov/publications/p521/ar02.html
https://www.irs.gov/publications/p521/ar02.html
https://policy.unt.edu/sites/default/files/10.043_PurchasingServices_2006.pdf
https://policy.unt.edu/sites/default/files/10.049_Travel_2015.pdf
mailto:dilana.king@unt.edu
http://vpaa.unt.edu/sites/default/files/Faculty%20Recruitment%20and%20Hiring%20Expenses%20Reimbursement%2020170725.pdf
http://vpaa.unt.edu/sites/default/files/Faculty%20Recruitment%20and%20Hiring%20Expenses%20Reimbursement%2020170725.pdf
https://vpaa.unt.edu/faculty-resources/recruitment-and-compensation/faculty-recruitment

