MOVING & RELOCATION GUIDELINES

Updated April 11, 2011



This document is intended to provide some general information regarding recruitment travel, house-hunting trip expenses, moving household goods, transportation costs of family members, reimbursements for post-move expenses, tax treatment by Accounts Payable of various types of expenses, reimbursement requests and payment methods, and laboratory moving expenses.  Please refer to OHSU policy No. 06-60-015 Moving and Relocation Expenses at this link http://ozone.ohsu.edu/policy/pac/chapt_6/6-60-015.htm, which discusses the dollar limits and allowable expenses that may be paid by OHSU to assist new employees with their moving and relocation.  Additional information designed to facilitate the moving process is located on the OHSU Human Resources web site at http://ozone.ohsu.edu/hr/managers/relocate.shtml.  Accounts Payable determines which payments to treat as non-taxable and which to treat as taxable based upon IRS regulations as stated in Publication 521, Moving Expenses, at http://www.irs.gov/pub/irs-pdf/p521.pdf.   For more detailed information on IRS regulations regarding relocation, please consult your tax advisor. 

A.
RECRUITMENT TRAVEL

OHSU often brings job applicants to Portland for interviews.  We may make travel arrangements for candidates and pay for their airfare and lodging, or we may reimburse people for documented out-of-pocket travel expenses.  Sometimes a spouse will accompany a candidate on a second interview at OHSU’s expense.  Recruitment travel takes place prior to an offer of employment.  There normally are no tax issues relating to recruitment travel, and no information is required to be reported to the IRS on these reimbursements.  

B.
HOUSE-HUNTING TRIP EXPENSES
For IRS compliance reasons, once a person has accepted an offer of employment from OHSU, subsequent trips to Portland or to another place of employment cannot be treated as “recruitment travel.”  Sometimes a department agrees to reimburse a new hire for the cost of a house-hunting trip prior to his/her move and before he/she begins work.  The new hire and his/her family might travel to investigate neighborhoods and school districts.  Since house-hunting trip expenses are not considered to be allowable moving expenses by the IRS, any reimbursements or direct payments to hotels, airlines, etc. by OHSU for these expenses are treated as taxable income to a new employee.  While Accounts Payable reviews all requests to be reimbursed for house-hunting trip expenses, the reimbursements are usually paid through Payroll once the employee begins work.  Payments for house-hunting trip expenses are reported as taxable income to the IRS and taxes are withheld.

Because of tax reporting and withholding requirements relating to reimbursements for house-hunting trip expenses, it is preferable that a new hire pay his/her own expenses and request reimbursement.  This enables OHSU to keep track of the payments and to comply with IRS regulations.  If Accounts Payable determines that a direct bill from a local hotel or the cost of airline tickets purchased through Azumano Travel is for a house-hunting trip, we add the amount paid on the new hire’s behalf to his/her taxable income and withhold the necessary taxes.

C.
MOVING HOUSEHOLD GOODS OF NEW EMPLOYEES

OHSU has exclusive contracts with four van companies: NorthAmerican Van Lines (Lile Corporation), Graebel Van Lines, United Van Line (Swartz Moving & Storage), and Mayflower Transit.  These are the only moving van companies that Accounts Payable will pay directly.   The department must prepare an Oracle requisition using object code 6321 (non-taxable moving expense).  The correct account coding is very important.  A purchase order is required to be set up in advance of the move, and the moving van company will invoice OHSU directly when the move has been completed.  One advantage of this process is that a new hire does not need to expend his/her own funds, and another is that if there are any problems with the move, OHSU will work to resolve them on behalf of the employee.  Refer to the Relocation Brochure prepared by Purchasing at this link http://ozone.ohsu.edu/hr/docs/relocation.pdf for guidelines for arranging moves of household goods.  

D.
REIMBURSEMENT FOR MOVING AND RELOCATION EXPENSES

After a move has been completed, OHSU can reimburse an employee for actual, allowable moving expenses in accordance with an employment offer up to 10% of annual starting base salary.  Payments are made directly to OHSU employees through Payroll.  If the actual moving expenses are less than the maximum amount offered, the unspent funds are not paid to the employee. 

Per OHSU’s Moving Expenses policy, moving expenses that may be reimbursed or paid directly include the following for an employee and dependents:

1.
Cost of transporting household goods.

2.
Travel and relocation expenses for the actual move.

Since OHSU complies with IRS regulations regarding moving and relocation, some types of reimbursed expenses are subject to taxation.  Reimbursements for actual meal expenses are preferred over paying meal per diems, but in either case, reimbursements for relocation meals are considered to be taxable income to new employees.

The IRS and OHSU consider a move to be complete once a new hire’s family and household goods have arrived at his/her new location.  A move must be completed in a timely manner, and a cross-country move should be a direct, efficient trip.

Only reimbursements for deductible moving expenses incurred as defined by the IRS can be treated as non-taxable.  Therefore, any reimbursements for or direct payments for temporary housing or for rental car expense before the move has commenced or after it has been completed must be considered to be taxable income to the employee by OHSU.

The Moving and Relocation Expenses policy states that OHSU will reimburse certain employees for actual expenses.  Occasionally, a department requests reimbursement for mileage, rather than for gas expense.  In 2011, the IRS only allows $.19/mile for moving mileage reimbursement, so any amount reimbursed in excess of that is considered to be taxable income.
Expenses to prepare a home for sale are not reimbursable, nor are expenses for real estate commissions or closing costs.  Relocation services such as apartment locating are generally not reimbursable.  Expenses for obtaining Oregon drivers’ licenses, registering vehicles, DEQ emissions test fees, etc. are not moving expenses and are not reimbursable.  We will not reimburse any employee for purchasing a vehicle to be used for moving, even though this might cost less than renting a similar vehicle for the move. OHSU does not reimburse employees for household goods purchased to replace goods left behind because the employee elected not to move them.  We ordinarily do not pay rent deposits or monthly rent in behalf of employees. 

Examples of expenses that Accounts Payable will treat as non-taxable:

Shipping household goods via van company or UPS

Shipping employee’s vehicle

Rental van or trailer expense

Fuel in transit (or mileage at $.19/mile in 2011)
Lodging in transit (assuming a direct, speedy trip)

Packing materials

Shuttle or cab to or from airport for move

One-way airfare for employee and dependents

Transporting family pets

Payments to packers or movers

Examples of expenses that Accounts Payable will treat as taxable income:

House-hunting trip expenses 

Any reimbursements for meals or meal per Diems

Temporary housing before the move or after arrival

Rental car expense before the move or after arrival

Mileage in excess of rate allowed by IRS

F.
REQUESTS FOR REIMBURSEMENT OF MOVING EXPENSES
Requests for reimbursement of out-of-pocket moving and relocation expenses should be submitted to Accounts Payable on travel reimbursement forms.  If there are numerous separate expenses, a spreadsheet summarizing these is very helpful.  Original receipts should accompany reimbursement requests and should be organized.  For example, all of the gas receipts should be grouped together.  Non-taxable moving expenses should be coded to object code 6321, and taxable moving expenses should be coded to object code 6379, but Accounts Payable will determine which object codes are appropriate for the individual expenses.  .

G.
REIMBURSEMENTS FOR MOVING & RELOCATION EXPENSES

All reimbursements for moving and relocation expenses are made through Payroll after Accounts Payable has carefully reviewed the requests.  The total amount of reimbursed non-taxable moving expenses will appear in a informational box on the employee’s W-2 Form at the end of the year.  Reimbursements for expenses that are considered to be taxable will be included in the employee’s taxable income, and necessary taxes will be withheld.  Accounts Payable notifies each reimbursed employee regarding the tax treatment of his/her reimbursement and explains that he/she will be reimbursed through Payroll.

H.
LABORATORY MOVING EXPENSES

Laboratory equipment moving expenses are reimbursable in full, and costs are not considered as part of an employee’s personal moving and relocation expenses.  These expenses are not subject to the 10% of annual starting base salary limitation. Object code 5866, freight, should be used for these expenses.  Contracted van lines should perform lab moves following OHSU purchasing procedures.

Please feel free to contact the OHSU AP Regulatory Accountant at 503-494-0052 if you have any questions on these guidelines for moving and relocation.

