Small Agency Template Policy

RELOCATION COMPENSATION
[bookmark: _GoBack]
Policy Number:	(Policy Number)
Effective Date:	(Click here to enter a date)
Applies To:	Applies to all employees including WMS of the (Agency Name).
Sources:	State rule - WAC 357-28-310 When Can an Employee Receive Relocation Compensation	
State rule - WAC 357-28-315 Cause for Employee to Pay Back Relocation Payment
State rule - WAC 357-28-320 Written Criteria for Relocation Compensation	
State rule - WAC 357-58-155 (WMS Lump Sum Relocation Compensation
State policy - State Administrative & Accounting Manual (SAAM)


Approved by:	___________________________
	(Name of Agency Director), AGENCY DIRECTOR


Purpose - To provide criteria for the payment of relocation compensation to agency employees.


Policy Statement
The (Agency Name) may authorize lump sum relocation compensation, within existing budgetary resources, under the following conditions:
1. When it is reasonably necessary that a person make a domiciliary move in accepting a reassignment or appointment. 
2. When it is necessary to successfully recruit or retain a qualified candidate or employee who will have to make a domiciliary move in order to accept the position. 
Requests for relocation compensation must be made in writing by the employee and submitted to their supervisor or manager. Payment of relocation compensation requires written approval by the supervisor, agency budget officer, and the agency director to be final. The (Agency Name) will determine the amount of relocation compensation to be paid in accordance with the State Administrative & Accounting Manual (SAAM) published by OFM.
If the employee receiving the relocation payment terminates or causes termination of their employment with the (Agency Name) within one (1) year of the date of hire, the (Agency Name) will be entitled to reimbursement for the moving costs which have been paid. Termination as a result of layoff or disability separation will not require the employee to repay the relocation compensation.
Primary roles and responsibilities for Relocation Compensation within the (Agency Name)
	Role
	Responsibilities

	Employee
	· Submit a written request for relocation compensation to the supervisor.
· Obtain written approval from the supervisor, budget officer, and agency director.
· Provide all documentation and forms as required for payment to the fiscal office or DES/SACS.

	Supervisor
	· Consult with the agency budget officer to determine if funding is available to offer relocation compensation.
· Consult with DES HR Consultant to ensure that the request for relocation compensation meets one of the criteria for payment.
· Ensure approval has been granted by the budget officer and agency director prior to notifying the employee of approval.
· Provide written approval or denial letter for relocation compensation to the employee.

	Agency Budget Office
	· Review budget to ensure funding is available.
· Determine the amount of relocation compensation to be paid.
· Approve or deny the request for relocation compensation.

	Director 
	· Approve or deny the request for relocation compensation.

	DES HR Consultant
	· Consult with the supervisor or manager to ensure the request meets one of the criteria for payment.
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