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1.0 Purpose and Scope 

AUI seeks to recruit and retain suitably qualified staff who can contribute to the mission and 
strategic goals of the organization and its research centers. When required to support this 
objective, prospective and existing employees are provided with appropriate financial support 
should they need to change their place of residence when accepting a position with the 
organization, either as a new hire or as a transferee whose relocation is at the convenience of 
the organization. This Observatory Staff Relocation Supplement to the AUI relocation policy 
sets forth approvals, guidelines, and limitations providing relocation allowances that will 
attract the outstanding talent needed to fulfil its missions and goals at AUI Research Centers. 
All relocation allowances and reimbursement amounts described in this document are in U.S. 
Dollars, unless otherwise specified. 

Interview costs incurred prior to accepting a job offer with AUI do not fall within the scope of 
this policy. 

The relocation policy does not cover reimbursements of expenses associated with employee 
business travel on behalf of the organization, including extended business trips of less than one 
year. Due to their temporary nature, expense reimbursements in these circumstances are 
business travel expenses, rather than relocation expenses. 

The terms and conditions of the relocation policy may be amended for individuals or groups 
involved in redeployments as an alternative to a reduction in force during organizational 
change and/or when positions or business functions move. These circumstances have their own 
dynamics, which are carefully addressed by Human Resources (HR), and are not specifically 
referenced in this policy. 

The relocation policy is subject to change at any time and at the sole discretion of AUI.  This 
Observatory Staff Relocation Supplement and its application are expected to follow AUI 
policy, and any final determination on reimbursement and allowability issues rests with the 
AUI senior management, Chief Executive Officer, and Controller. 

2.0 Definitions 
 
• Authorized Approver - Person with business unit commitment authorization.  
• Existing Employee – Person already in an active paid position relocating to a different 

designated work site, may also be referred to as the “transferee.” 
• Home Leave - International Staff only return trip to prior residence. 
• International Staff Members (ISM) – Person employed by AUI, paid by AUI’s North 

American payroll, whose duty station is outside of the United States. 
• Prospective Employee – Person who has accepted an offer, but has not yet started work; 

may also be referred to as the “new hire.” Relocation Allowance Approval (RAA) - form 
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details the budgeted amounts for the planned move.  It is submitted and approved prior to 
the start of the relocation. An example of the RAA form is attached hereto as Appendix A.  

• Relocation Expense Voucher (REV) - Form details the actual moving expenses incurred 
during the relocation. An example of the REV form is attached hereto as Appendix B. 

• Travel Authorization Form (TAF) - Details the approved expenses for an exploratory 
trip/home visit. An example of the TAF form is attached hereto as Appendix C. 

• Travel Expense Voucher (TEV) - Details the actual expenses incurred during an exploratory 
trip/home visit. An example of the TEV form is attached hereto as Appendix D. 

 
3.0 Eligibility 

Moving and relocation support are not provided on an automatic basis and may only be  
provided if the Authorized Approver and HR jointly determine: 

• The move will make an appreciable difference in the ability of the existing/prospective 
employee to fulfill the requirements of the job, or  

• The relocation is in the compelling interest of the organization, rather than at the request 
or the convenience of the existing employee, and 

• The relocation is to a property at least 50 miles away from their current home.  
Additionally, the new home must be 50 miles closer to the new work location than the 
current home is to the new work location.  The new residence must be less than 50 miles 
and no more than 90 minutes travel by car from the new work locations.  The distance 
eligibility must be verified prior to approval of the RAA. 

• The existing/prospective employee will be assigned to a full-time position and has agreed 
to work on a full-time basis for at least one year. 

• Relocation takes place within 12 months of the employee’s hire date or reassignment date 
to the new location.  Exceptions to the 12-month period may not exceed 30 days and must 
be approved in advance and authorized by HR, Fiscal, the Supervisor, and the Local 
Business Manager.  

• Verbiage is included in the offer/transfer letter stating employees will reimburse AUI for 
relocation expenses received should they resign from AUI employment within 12 months 
of the date of hire, or transfer date, for reasons AUI determines are within the control of 
the employee, or if the employee is terminated for cause within that period. 

• If the employee’s spouse is an AUI employee and otherwise eligible for moving and 
relocation expenses, reimbursements of any such expenses will be paid to only one 
employee and only to move the primary household to the new location. 

• At the earliest opportunity, the AUI employee should bring to the attention of the 
Authorized Approver of their relocation expenses any circumstances where their spouse or 
partner may also receive relocation expenses from another employer in connection with 
the same move. 
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4.0 Relocation Support Consideration 

The use of relocation expenses as an incentive for recruitment purposes should be given careful 
consideration at the time of advertising a job posting. Hiring managers and HR should only 
refer to the availability of relocation expenses where recruitment is in a competitive market 
and/or if they consider the local job market will be insufficient to provide suitably qualified 
employees. If relocation expenses may be required as an incentive, the requested availability 
should be approved in the hiring requisition process. 

When the circumstances warrant, hiring managers and HR should discuss with candidates 
whether relocation assistance may be needed. The specific circumstances of each selection 
process should be considered. Hiring managers should avoid an early commitment to the 
payment of specific relocation expenses but may note that relocation-related payments may be 
applicable, and that the terms of such would be specified should an offer of employment be made. 

Offer letters, or relocation agreements appended to offer letters will include, as a minimum, a 
total not-to-exceed (NTE) amount for relocation and moving allowances, which will be 
negotiated based on the circumstances. Successful candidates may wish to discuss moving 
expenses with the hiring manager, site relocation specialist, and/or HR representative prior to 
accepting the position. Any amendments to the proposed relocation package must be reflected 
in a revised Relocation Authorization Allowance form and repayment agreement, which must 
be signed by all involved parties. 

Once the offer letter is signed, the existing or prospective employee is responsible for 
communicating relocation plans with their designated relocation specialist prior to beginning 
their relocation.   

Any exceptions to the NTE amount will be approved by the Assistant Director for Human 
Resources in consultation with the Site Director within one week of receipt of the request of 
the exception. An amended RAA will then be prepared. 

5.0 Relocation Planning 

The site relocation specialist or Business Manager will coordinate the relocation elements with 
the employee prior to incurring any relocation expenses which must be less than allowable cost 
as stated in the following sections. The relocation elements must be captured on a Relocation 
Allowances Authorization (“RAA”) form, and circulated for review and authorized approval.  
The form must be completed with all signatures before the move can be completed. 

6.0 Relocation Expenses Covered 

Relocation costs are capped based on the classification of the position being offered as outlined 
below:   

• Non-exempt:  $5,000 
• Scientific Fellowship Appointments (Jansky Fellows, Post-Doctoral Fellows, and Research 

Associates:  $10,000 
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• Exempt Professionals in pay grades 14-20:  $15,000 
• Exempt Professionals in pay grades 21-23:  $25,000 
• Assistant Directors:  As negotiated up to $50,000 limit as set in AUI Employee Relocation 

Policy # 3.2.7. 

In order to be reimbursable under this policy all relocation expenses must qualify as allowable 
costs under the Code of Federal Regulations Title 2 Part 200 (the “Uniform Guidance”) and 
receipts must be provided for all costs incurred. Additionally, the requirements set forth in 
sections 7.0–9.0 below must be met, including compliance with any stated not-to-exceed 
amounts for allowable costs in each section. 

All relocation expenses incurred on or after January 1, 2018, whether reimbursed to an 
individual or paid to a vendor on behalf of an individual, are taxable income to the individual 
under the Tax Cuts and Jobs Act of 2017.  

7.0 Exploratory Trip 

After accepting an offer of employment or written notification of a permanent change in duty 
station, it may be appropriate for the individual and spouse to travel to the duty station for the 
purpose of securing living quarters.  The exploratory trip will not exceed seven days and six 
nights. A Travel Authorization Form must be obtained from the site authorized approver, or 
their delegate, such as a site-based Relocation Specialist prior to making arrangements for the 
trip. The approved form must be submitted to Fiscal prior to the exploratory trip.   

7.1 Allowable Reimbursements Related to Exploratory Trip 

• Travel from the individual’s home to the airport and return by common carrier or private 
automobile, plus parking fees.  

• Reimbursement for air travel for employee and spouse will be at advance purchase 
economy class with non-premium seating assignments basic standard economy rates (a 
standard of 7 days’ advance notice) in accordance with the Fly America Act. When a 
personal car is used at the traveler’s convenience in lieu of air travel, the reimbursement to 
the traveler will take into account the total expense which would have been incurred, had 
the traveler traveled by air.  The traveler is entitled to the reimbursement of the lesser of: 
lowest available advance purchase (seven days minimum) airfare, necessary vehicle rental 
and other necessary expenses such fuel, parking and tolls. Documentation must be 
submitted with the TEV, and must be approved in advance.  See section 3.14 of the travel 
policy. 

• Car rental at the new duty station location. Intermediate, compact or economy rental 
vehicles should be used provided the choice meets the comparison requirement of being 
the most economical means of transportation. Full-size or standard vehicles may be rented 
if used by two or more authorized travelers. 

• Per Diem at the local per diem rate, for the individual and spouse (per diem rates can be 
found at https://www.gsa.gov/travel/plan-book/per-diem-rates). 

https://www.gsa.gov/travel/plan-book/per-diem-rates
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• Reasonable cost of lodging not to exceed established GSA lodging per diem (per diem rates 
can be found at https://www.gsa.gov/travel/plan-book/per-diem-rates 

• Existing employees:  Any excess travel time during scheduled work hours will be charged 
to vacation (or leave without pay if vacation is exhausted). This must be approved in advance 
by the supervisor. 

8.0 Allowances During Relocation Travel 

Human Resources or the site relocation specialist will be the administrators for relocation 
questions. Moving plans, for any AUI relocation expenses, must be approved by the 
Authorized Approver or their delegate, such as a site-based Relocation Specialist prior to 
making relocation arrangements.   

8.1 Subsistence 

A per diem allowance in accordance with the local per diem 
https://www.gsa.gov/travel/plan-book/per-diem-rates rate for each 24-hour period and pro-
rated for partial days may be provided for each adult and for each child age 12 or over who 
will be relocating. Each child under age 12 may be provided an allowance of 50% of the 
per diem rate per day. 

8.2 Lodging 

The actual and reasonable cost of lodging expenses will be covered for all persons entitled   
to per diem, whether full or partial, while in route to the new location.  The allowable 
portion of authorized lodging shall not exceed the GSA lodging per diem (per diem rates 
can be found at https://www.gsa.gov/travel/plan-book/per-diem-rates) for the location 
where each night is spent. 

8.3 Transportation 

Reimbursement for travel by private automobile will be at the standard IRS business travel 
mileage rate, plus tolls. If the vehicle is shipped in lieu of being driven, reimbursement for 
the shipped automobile will be on the basis of mileage and tolls or the actual shipping cost, 
whichever is less. Reimbursement is limited to one automobile. 

Individuals who are authorized to travel by commercial carrier will be reimbursed at cost. 
Reimbursement for relocation air travel will be at advance purchase economy class with 
non-premium seating assignments basic standard economy rates (a standard of 7 days’ 
advance notice).  See section 3.8 of travel policy for exceptions. For international travel 
the Fly America act is followed. 

Relocation travel by rail will be reimbursed at the coach-class accommodation rate (this 
includes slumber coach accommodation on trains offering such accommodation, or the 
lowest level of sleeping accommodations available on a train that does not offer slumber 
coach accommodation). 

https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates
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If relocation travel by a commercial air carrier or by rail is authorized, reimbursement will 
be provided for the shipping of not more than one automobile. 

8.4 Allowable Travel Period   

Travel from the existing employee’s former home to the new location is on the employee’s 
personal time and should be by the shortest, most direct route available by conventional 
transportation.  For travel by automobile, the maximum period for which subsistence and 
lodging may be paid is one day for each 500 miles or fraction thereof, plus one additional 
day for each 1,500 miles traveled.  If travel is by commercial carrier, the allowance will be 
determined by the actual length of the time taken for the trip or the average time required 
to make the trip, whichever results in the shortest travel time.  However, per diem and 
lodging will not be paid for any period in excess as determined above.  Travel time from 
the employee’s current location to new location should be charged to vacation or leave 
without pay if the relocation occurs during normal working hours. 

9.0 Relocation Expenses During the Transition Period at the New Site  

9.1 Temporary Housing and Subsistence Allowance 

Employees and their dependents may be provided temporary living quarters for a period of 
up to thirty (30) days while they arrange for permanent living quarters, less the number of 
days taken for the exploratory trip. Temporary quarters may consist of hotel rooms or 
furnished apartment rentals.  If the employee wishes to stay in quarters furnished by 
alternative lodging vendors (e.g., Air BNB, VRBO, etc.) they will need to pay for such 
quarters out-of-pocket and submit receipts for reimbursement.  

While staying in temporary living quarters employees and their dependents are also eligible 
to receive a subsistence allowance based on the current GSA combined meals and 
incidentals per diem rate for the locality in which the temporary housing is located, less the 
number of days taken for the exploratory trip.   Dependents under age 12 are provided the 
subsistence allowance at 50% of the GSA per diem rate.  The maximum allowance for 
subsistence and lodging is 30 days, less the number of days taken for the exploratory trip.  

Any additional days must be pre-approved and charged to an unallowable account.  Special 
circumstances may require an extension to this period, and this must be previously 
approved in writing, quoting the revised maximum allowance, by the research center 
Director or designee per the approval authority matrix. 

9.2 Use of a Rental Car 

During the transition period employees who relocated by commercial carrier, and did not 
relocate a personal vehicle may have use of a rental car, for a period of up to thirty (30) 
days.  The employee must use the least expensive compact car available, unless an 
exception for another class of vehicle is approved prior to rental.   
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AUI will not reimburse the cost of insurance coverage provided by rental agencies for 
vehicles rented within the contiguous 48 states, Alaska, Hawaii and Puerto Rico as this 
coverage is already provided by AUI’s comprehensive automobile general liability 
insurance.  In all other locations, the optional insurance should be accepted, and the cost 
will be reimbursed.  Travelers should not elect other rental agency options, e.g., roadside 
protection assistance coverage, navigation devices, or satellite radio; these costs are 
unallowable. 

9.3 Transportation and Temporary Storage of Household Goods 

The research centers may pay the actual cost of packing/unpacking, transporting, storing, 
and removing from storage, of household goods, and transit insurance.  As stated above, 
AUI may also pay for the transportation of one automobile. 

Except in the case of international relocation, the storage of household goods and the 
associated costs of moving into and out of storage will be only reimbursed if immediate 
permanent housing has not been secured at the location. Prior approval of temporary 
storage must be obtained from the relocation specialist and the Authorized Approver, and 
the item noted as approved on the approved REV form. Temporary storage allowances 
normally will not be reimbursed for more than six months. 

For international relocation, temporary storage may be reimbursed for the period of time 
that the foreign location is the duty station. 

Recreation vehicles, e.g., boats and ATVs, will not be transported at AUI expense. 

9.4 Relocation Using a Rental Trailer or Truck 

The cost of transporting household goods by a rental trailer or truck is reimbursable. 
Allowable costs include the cost of gas and oil, the rental of cushions, dollies, tow bars, 
and trailers for towing automobiles.  

9.5 Transportation of House Pets 

The costs normally associated with the transportation and handling of dogs, cats, and other 
house pets, as well as costs due to stringent air carrier rules are reimbursable.  Other animals 
(livestock, horses, fish, birds, reptiles, various rodents, etc.) are excluded because of their 
size, exotic nature, restrictions on shipping, host country restrictions, and special handling 
difficulties. Inoculations, examinations, and boarding quarantine costs are excluded. 
Boarding and hotel pet fees incurred while staying in temporary housing are excluded.   

10.0 Non-reimbursable Expenses 

The following items relating to residence transactions are not reimbursable under this policy: 

• Losses due to failure to sell a residence at the price asked, at its current appraised value, or 
at its original cost, and any similar losses 

• Interest on loans, points, and mortgage discounts 
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• Any fee, cost, charge, or expense which is determined to be a part of the finance charge 
under the Truth in Lending Act 

• Property taxes 
• Operating or maintenance costs 
• Repairs or remodeling made in preparation for sale of a primary residence or resulting from 

a closing inspection 
• Car registration and tags 
• Driver’s licenses 
• Security deposits 
• Deposits made or forfeited 

11.0 Relocation and Home Leave Travel for International Staff Members 

Relocation Expense Vouchers (REV) pertaining to the relocation of International Staff 
Members (ISM) should be forwarded by the hiring manager/supervisor to the appropriate 
Business Office for review and approval. Approved REVs will be forwarded to the AUI Fiscal 
Group for processing. Supporting documentation for all direct billed expenses pertaining to 
ISM relocation should be forwarded electronically to the AUI Fiscal Group and will be added 
to the employee travel file. 

Travel Expense Vouchers (TEV) pertaining to Home Leave travel of International Staff 
Members (ISM) should be forwarded directly by the supervisor to the AUI Fiscal Group for 
processing. Supporting documentation for all direct billed expenses pertaining to ISM Home 
Leave should be forwarded electronically to the AUI Fiscal Division and will be added to the 
employee travel file. 

Other ISM business-related travel will be processed through the Office of Chilean Affairs 
(OCA). All TEVs for business-related travel sent to the Green Bank or Socorro Fiscal 
Divisions will be forwarded to the OCA for processing, even if the employee is requesting 
reimbursement to a US account. 

12.0 Adequate Documentation 

Unless payment was made directly by AUI, or a specific allowance has been approved, AUI 
requires proof of payment for the reimbursement of relocation expenses. Original documents 
are required for reimbursement, and the following examples offer guidance on the standards 
of documentation required: 

• Household moves completed by a 3rd party established and licensed moving company – 
bill of lading, detailed invoice or receipt  

• Moving vehicle rental – vehicle rental agreement and receipt.   
• Labor during the move – receipt from the established and licensed business engaged to 

provide labor, with signature and amount paid; limited to a reasonable hourly wage; labor 
provided by the employee, employee’s immediate family member(s) or employee’s 
unbonded/unestablished/ unlicensed friend is not reimbursable 
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• Airplane tickets – airline ticket “receipt” coupon and/or equivalent printed receipt for e-
tickets 

• Lodging – itemized hotel bill or folio 
• Auto rental – auto rental agreement  
• Auto mileage – actual mileage as recorded by the odometer or mileage can be obtained 

from the Google Maps ref: www.google.com/maps 
• Auto mileage travel should represent the most direct route 
• Auto fuel and oil – original receipts for fuel and/or oil. Fuel and oil expenses are not 

reimbursable if the employee is also claiming reimbursement for mileage  
• Storage and shipping – original itemized receipt or bill. 

13.0 Return Relocation Expenses 

With the exception of employees relocating to Chile and where legally mandated, AUI does 
not assume any obligation to pay return relocation expenses in the event an employee resigns 
or is discharged. In the case of the Observatory’s termination of an H1B sponsored employee, 
the Observatory will reimburse for the airfare (basic standard economy) travel back to their 
home country. 

14.0 Relocation & Taxation 

Under the Tax Cuts and Jobs Act of 2017, the personal deduction for relocation expenses and the 
exclusion from income of employer-paid relocation expenses are suspended from January 1, 2018, 
through December 31, 2025.  As a result, all relocation expenses incurred on or after January 1, 
2018, whether reimbursed to an individual or paid to a vendor on behalf of an individual, are 
taxable income to the individual. Taxes will be automatically deducted from the payment and/or 
calculated on reimbursements and reported on the employee’s current year W-2.  

15.0 Supporting Documents, Procedures, and Forms of this Policy 

• Relocation Allowance Authorization is attached hereto as Appendix A. 
• Relocation Expense Voucher is attached hereto as Appendix B. 
• Travel Authorization Form – (Exploratory/Home Visit Only) is attached hereto as 

Appendix C. 
• Travel Expense Voucher - (Exploratory/Home Visit Only) is attached hereto as Appendix 

D. 

16.0 Regulatory References 
 
§ 2 CFR 200.463 Recruiting Costs  
§2 CFR 200.464 Relocation Costs of Employees 
U.S. General Services Administration 
IRS (4) IRM 1.32.12.2 (6) 
 

17.0 Responsibilities 
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17.1 Existing and Prospective Employee  

• Review Observatory Staff Relocation Supplement policy as provided by HR, the site 
relocation specialist or Business Manager. 

• Maintain all receipts related to relocation. 
• Work with the site relocation specialist or Business Manager to submit required 

reimbursement forms in a timely manner. 
• Responsible for taxability of relocation reimbursements. 

17.2 Authorized Approver 

• Work with Budget and HR to establish relocation agreement and funding envelope. 
• Ensure employees are using the correct business unit on all documents. 
• Carefully review and approve employee’s Relocation Authorization Allowance, 

Relocation Expense Voucher, Travel Authorization Form, and Travel Expense Voucher. 

17.3 Business Manager and/or designated relocation specialist 

• Work with existing or prospective employee to schedule the exploratory trip, 
• Make any requested reservations (e.g., airline, rental car, hotel) for the exploratory trip. 
• Prepare the TAF and TEV for the exploratory trip and obtain all required approvals. 
• Submit the receipts and approved TAF and TEV forms to Fiscal for processing. 
• Work with employee to schedule their household relocation. 
• Work with the employee and Authorized Approver to create the RAA. 
• Submit the RAA for approvals. 
• Make any necessary travel reservations (e.g., airline, rental car, hotel), temporary housing 

reservations, and arrangements with the moving company for the relocation and storage 
of household goods. 

• Collect all receipts for the relocation expenses, fill out the REV form, and submit it for 
approvals. 

• Submit the approved REV and all related receipts to Fiscal for processing. 

17.4 Fiscal 

• Review submitted forms for accuracy with provided receipts and per diem request. 
• Review cost for allowability. 
• Provide approved forms to Payroll for processing. 

17.5 Payroll 

• Process approved Relocation Expense Voucher in a timely manner. 
• Review taxability issues. 
• Ensure that taxes are reported correctly to the IRS. 
• Provide employee with accurate W-2.  
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APPENDIX  
 

Appendix A - Relocation Allowance Authorization 
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Appendix B - Relocation Expense Voucher 
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Appendix C - Travel Authorization Form 
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Appendix D - Travel Expense Voucher 
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