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REIMBURSEMENT FOR MOVING EXPENSES ADMINISTRATIVE POLICY

Statement of Care
The policy is established to provide procedural clarification for staff and faculty authorized to
receive reimbursement for moving expenses upon hire.

Statement of Policy

Reimbursement for moving expenses is a benefit and not an entitlement. The intent of the
policy is to help defray the moving costs for new faculty and professional staff. This policy is
subject to change based upon changes in applicable law. The amount of reimbursement and
terms of payment are established by the University of Mary and negotiated as part of an
employee’s contract for employment and approved by the Vice President of Financial Affairs or
his/her designee.

Individuals receiving the benefit of relocation and moving expenses should be aware of any
personal income tax implications and should consult a tax professional with personal tax
questions.

Eligibility

Written Letter of Offer

Reimbursement of relocation and moving expenses are allowable only when expenses are
included as a formal and specific component of the original written offer of employment made
to the qualified applicant (the employee) and accepted by the employee in connection with
employment at the university.

Reimbursement Rules and Guidelines

To be reimbursed for moving and relocation expenses, the employee must accept the Letter of
Offer with the University prior to incurring any expenses. No University obligation exists, nor
may any reimbursement be processed, until all parties execute the offer and employment has
begun.

In general, relocation and moving expenses will be paid on a reimbursement basis.
Reimbursements are limited to actual cost incurred up to the amounts agreed to in the written
letter of offer. To be eligible for reimbursement, expenditures must be reasonable, necessary,
and incurred after the employee executes the written letter of offer. Receipts must be
submitted for reimbursement within sixty (60) days after expenses are incurred or paid.
Relocation and moving expenses must also be incurred within twelve (12) months following
the date the employee reports to work at the new location.

Expense Documentation/Receipts

Original documents must be submitted as support for expenses. Tape receipts to a 8.5 x 11
piece of paper. Credit card statements or record of charge slips may be used as supporting
documentation but may NOT serve as the primary document or receipt. A receipt is defined as
a written acknowledgment that a specified remittance, article or delivery has been made. At a
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minimum, the name of the payee, date, details of the purchase and amount should appear on
the receipt. Receipts should be submitted for all expenses that qualify for reimbursement.

Qualified Expenses
Relocation and moving expenses are included in taxable income (“qualified expenses”) are
defined as the reasonable cost of:
e Moving household goods and personal effects from the former primary residence to the
new residence (including the common carrier), and
e Traveling (including lodging but not meals during the period of travel) from the former
primary residence to the new place of residence.

Payment of relocation and moving expenses includes the following “qualified expenses”:
e Commercial moving company
e Packing/crating/mailing/shipping household goods
o Miscellaneous packing supplies that do not become the personal property of the
employee, i.e. padlocks or tools will not be reimbursed
e Optional Insurance on items such as furniture, clothing and utensils
e Rental Truck, van, trailer, other appropriate moving equipment.
e In-transit storage for up to 30 consecutive days
e Shipment of car(s), if not used to move
e Travel and lodging costs for one trip per person (employee and household members)
from the old residence to the new residence, which may include
o Actual gas cost, based upon receipts or Mileage for moving per IRS limitations
(most direct route available by conventional transportation).
o Lodging in transit
* You can include any lodging expenses you had in the area of your former
home within one day after you could no longer live in your former home
because your furniture had been moved.
* The day of arrival is the day you secure lodging at the new place of
residence.
o Airfare
o Rental car (appropriate measures should be taken to obtain best value)
o Tolls, taxi, shuttle service or parking

Nongualified Expenses
e House-hunting trips
e Cost of Meals
e Travel and lodging cost incurred during additional trips from the old residence to the
new residence
Mileage in excess of IRS limitations
Storage in excess of thirty (30) days
Temporary living arrangements
Real Estate expenses
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Reimbursement (Payment)

All completed documentation and forms, along with request for payment will be submitted to
the Payroll Department to ensure that “qualified expenses” only are reimbursed and reported
correctly. Review payment requested based on the policy and applicable tax regulation.

Approved
15 July 2026 by President’s Council
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