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	 MEMORANDUM


	
	


FULL AUTHORIZATION – EXCLUDED SAMPLE
Date:
(should be 60 days [but at least 30 days] prior to effective date of appointment)

To:


From:
Department of General Services


(Office Name)
Subject:
RELOCATION PACKAGE
Your promotion from (insert classification title) in (insert city name) to (insert classification title) in (insert city name) is effective (insert effective date of appointment at new headquarters).  You are eligible to claim full reimbursement for the expenses of relocation to the extent and limitation that the expenses are covered in the Department of Personnel Administration (DPA) Rules 599.714.1, 599.715.1, 599.716.1, 599.717.1, 599.718.1, 599.719.1, 599.720.1, 599.722, and 599.724.1 for excluded employees.
This memorandum will serve as your (insert 60-day or 30-day) notice that you will begin working at the (insert city name) office no later than (insert effective date of appointment).  Because your promotion requires you to change your place of residence, you shall receive actual and necessary moving, traveling, lodging, and meal expenses.
You are entitled up to 60 days while locating a permanent residence in the new location, which includes traveling, lodging and meals/incidentals.  You are granted reasonable State time to locate a new residence in (insert city name).  Reasonable time is defined as either a few hours to sign papers, or a Thursday and/or Friday to travel to (insert city name) and search for a new residence, with prior notice to your immediate supervisor.  The claim (STD 262) must be submitted with receipts for reimbursement.  This relocation benefit shall terminate immediately upon establishment of a permanent residence, which shall be determined by the Department.
The maximum allowances for relocation expenses are as follows and described in detail on the enclosure “Household Goods Relocation Information:”

· Cost of packing , transporting, and unpacking 11,000 pounds of household effects

· Storage of household effects for 60 days

· Additional miscellaneous allowances not in excess of two hundred dollars, such as disassembly or re-assembly, disconnecting or reconnecting household items such as spas, antennas, etc.
· Sale of a residence: 6% commission, title insurance, escrow fees, prepayment penalty, local taxes (not property taxes), and up to $200 in other miscellaneous seller costs
· Settlement of lease in lieu of sale of residence, up to 12 months penalty, or up to 30 days on a month to month rental

· Movement of a mobile home in lieu of sale of residence, tear down and set up, transport of coach, permits, etc.

Reimbursement for relocation is taxable at the rate of 38.65%.  When claims for major relocation reimbursements are paid, which are taxable, the Federal and State taxes shall be deducted prior to issuing the reimbursement check.  The remainder of the tax liability (social security and Medicare) shall be deducted from your next payroll warrant unless you specify another choice on the Relocation Certification & Tax Acknowledgement form (DGS-306).
Enclosed for your review, completion and return are various forms required to ensure relocation authorization and reimbursement.

If you have any questions, please contact Transportation Management on 

(916) 322-1737 or the Office Travel Coordinator.
(signature here)



Concur:
(type name of office chief)


DIRECTOR
OFFICE CHIEF



DEPARTMENT OF GENERAL SERVICES
Enclosures

Cc:
New Office Chief

Former Office Chief, if applicable
Classification and Pay Analyst

Office Personnel Liaison

Office of Fiscal Services

