
Process, Policy, and Procedures

Questions & Answers

RELOCATION at JLab



JLab Process for selected candidates
 Interviewee accepts offer of employment from JLab

 HR sends letter of acceptance with relocation terms & conditions 
(copies TS and TC named in paperwork)

 TS send welcome email + Relocation Questionnaire

 TC sends welcome email and offer to assist w/travel 
arrangements. 

 TS forwards completed questionnaire to TC 

 TS notifies moving subcontractor and authorizes shipment

 TC completes TA’s for relocation services offered to them

 TC arranges transportation and temporary lodging (if needed)

 TC submits ERs for allowable expenses



POLICY

Reference Documents

 Letter of Acceptance of Offer from JLab

 Sent to TC by Human Resources

 JLab Administrative Manual – Section 402.05

 Link provided from Travel – Home web page

 Federal Travel Regulation – Chapter 302

 Link provided from Travel – Home web page

 Relocation Q & A Briefing presentation

 Travel –Training web page



REGULAR EMPLOYEE

Full Time or Term



House Search

 Terms -

 Employee and/or spouse  

(only) 

 3 full days and 4 nights

 Must live over 75 miles from 

Lab.

 Employee must complete 

before start date

 Spouse can come after 

employee starts 

 Covered Expenses -

 Transportation (POV or air)

 Lodging (4 nights @ NN rate)

 Per diem(4.5 days @ NN rate)

 Rental Car (up to 4 days)



EN ROUTE TRAVEL

 Air for employee and 

qualified family members. 

 Private Owned Vehicle 

(POV).

 Covered expenses –

 Air - One way air tickets in 

coach 

 Prefer JLab to arrange

 POV mileage and tolls 

 Lodging – more than 300 

miles between start/end

 Meals per diem 



Household Goods Movement

 Terms –

 Regular or Term employee

 Must complete 1 full year or 

reimburse Lab 

 At least 50 miles between 

former residence and NN

 Covered Expenses –

 Pack and Ship up to 15,000 lbs.

 One car

 Large or bulky items

 Contract moving agent, or

 Self move (3 quotes)

 Storage up to 45 day



Temporary Lodging and Meals Per Diem

 Lodging

 Up to 45 nights at local per 

diem rate.

 Employee & family together

 New location, and/or

 Old location

 Employee & family separate

 New location, and/or

 Old location

 Direct bill encouraged 

 Long-term stay property 

preferred.

 Meals Per diem

 Up to 45 days at local rate

 Employee –

 First 30 days/full PD

 After 30 days/ 75%

 Spouse –

 First 30 days/ 75%

 After 30 days/ 50% 

 Children 12 and over –

 First 30 days/ 75%

 After 30 days/ 50% 

 Children under 12 –

 First 30 days/ 50%

 After 30 days/ 40%



Miscellaneous Expense Allowance

 Terms -

 Old residence must be at 

least 50 miles from 

 The MEA can not be given 

in advance of reporting to 

work.

 Supportive documentation 

is not required

 Covered Expense -

 $500 - if no immediate 

family is being relocated. 

 $1000 - when immediate 

family is relocating. 

 Deductions may apply 

(i.e., temp storage of 

private vehicle paid by 

JLab).



SALE and/or PURCHASE OF HOME

 Terms –

 Included in relocation offer pkg

 primary residence

 Sale – more than 50 miles from JLab

 Property deeded to  employee 

and/or spouse

 Submittal of fully executed copy 

of HUD Statement signed by 

buyer, seller, and settlement 

agent.

 HUD statement must be executed 

within 2 years of start date

 Covered Expenses * –

 Sale –

 Commission to broker

 Document Prep & Transmittal

 Attorney fees

 Other accepted expenses

 Purchase –

 Lender’s Title Insurance

 Appraisal

 Title Search & Survey

 Loan Origination Fee

 Transfer taxes

 Other accepted expenses

* For full list - see Attachment A to the Offer Letter.



POST DOC’s

Are entitled to:

1. Up to $7,500 to relocate, 

• Household furniture, books, and publications

• Car

• Storage (up to 30 days)

2. Temporary lodging and meals per diem – up to 30 days

3. Miscellaneous expense allowance – same as regular



Travel Authorization examples & instructions

Expense Report examples & instructions

PROCEDURES



TRAVEL AUTHORIZATION



EMPLOYEE & SPOUSE – HOUSE HUNTING 

Misc:  Spouse per diem for 4.5 days

Up to 4 days car rental

R/T air for employee and spouse          All house hunting is taxable (55-013)



***  Misc:  Mileage rate for relocation is .165 - deduct difference of $197.65

Employee & Spouse per diem, en-route = $46/day  (2.75 @ 46=126.50 * 2=$253

Spouse per diem (30 @ 42=$1260 + 15 @ 28= $420 = total $1680.

Employee - deduct travel days $126.50) + 25% after 30 days = (630) = $(483.50) 

Miscellaneous allowance expense = $1000

Non-taxable  (55-010) - transportation = $97.35

TAXABLE (55-013) - (all other expenses) = $7,159.65  

Employee & Spouse

Travel to JLab + Temporary Subsistence

** **



EXPENSE REPORTS



HOUSE HUNTING (Employee & Spouse) 



§302-6.100 What am I paid 

under the actual TQSE 

reimbursement method?

The “maximum daily amount” of TQSE under the actual expense method that 

For: 

You and/or your unaccompanied 

spouse1 may receive is 

Your accompanied spouse or a 

member of your immediate family 

who is age 12 or older may receive 

is 

A member of your immediate family 

who is under age 12 may receive is 

The first 30 days of temporary 

quarters. 

The applicable per diem rate. .75 times the applicable per diem 

rate. 

.5 times the applicable per diem 

rate. 

Any additional days of temporary 

quarters. 

.75 times the applicable per diem 

rate. 

.5 times the applicable per diem 

rate. 

.4 times the applicable per diem 

rate. 

PER DIEM RATES FOR RELOCATION

http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeId=17113&channelId=-24569&specialContentType=FTR&file=FTR/Chapter302p006.html


DRIVING W/SPOUSE



DRIVING W/SPOUSE



FIRST 30 DAYS W/SPOUSE & CHILD



FIRST 30 DAYS W/SPOUSE & CHILD



LAST 15 DAYS W/SPOUSE & CHILD



LAST 15 DAYS W/SPOUSE & CHILD



Questions & Answers

Q –TA can not be created because individual’s name does not appear 

on drop down list.

A –The person may need to complete a tax form (W9 or W8), or 

they are not in Jlist they must Register.

Q – How soon before start date can the new hire arrive.

A – New Hire can arrive as early as they deem necessary.  Their 

temporary lodging period (30 or 45 days) starts the first night they 

are here.  



Q&A – Continued

 Q – Can a car be rented for the newly hired person?

 A – Car rental is authorized for up to 4 days when they 

arrive for a house hunting trip.  No car rental is authorized 

when they come to start work.  

 Q – How many cars will the JLab pay to relocate?

 A – Up to 2, both can be driven or one driven and one 

shipped.

 Q – Can I ship 2 cars and fly to Newport News?

 A – NO, cost of shipping one car will be covered by JLab



Q & A - Continued

Q – Is en-route lodging and per diem deducted from the  30 or 

45 days temporary subsistence? 

A – No, the number of en-route lodging and per diem days are 

determined by dividing the total # of miles to be driven by 

300 (miles required per day).  

Q –What expenses are not taxable to the new employee?

A – En-route transportation, tolls, parking, and lodging,  

moving supplies, and U.S. visa.  Non-taxable relocation is 

charged to account 55-010.   



Q & A - Continued

Q - Can a new hire receive an advance on expenses before they 

report to work?

A – Yes, when requested by the new employee and authorized 

by the hiring Division.  

Q – Does JLab policy allow new hire to purchase their own 

airline tickets to relocate?

A –Yes, but it is not recommended.  Too many rules apply to 

the relocation ticket purchase (such as one-way only, no en-

route stop over’s other than to change planes).  



Q & A - Continued

Q –What relocation expenses are taxable to the employee?

A - Taxes are withheld on reimbursements for -
 Mileage in excess of the non-taxable rate. 

 Tolls and parking.

 Storage of household goods in excess of 30 days up to a maximum of 45 days (after 

45 days you pay for all storage costs).

 Per Diem up to 45 days for each family member.

 Temporary lodging up to 45 days.

 Miscellaneous expense allowance (including vehicle storage charge)

 Closing costs on Sale or Purchase of residence.

 House hunting trip expenses.

Taxable relocation expenses are charged to account 55-013. 



IN CONCLUSION

 Process once a candidate accepts an offer from JLab

 Policies for regular, term, and post-doc employees

 Procedures TA for House hunting trip

 TA for Travel and Temporary Subsistence

 ER for House hunting trip

 ER for Travel to JLab by Employee and Spouse

 ER for temporary subsistence for Employee w/Spouse & Child

 Questions & Answers


