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	 MEMORANDUM


	
	


PARTIAL AUTHORIZATION – EXCLUDED SAMPLE
Reimbursement for moves other than a change in assignment, promotion or other 

reason related to an employees duties MAY be granted when the Director of the 

DGS has determined IN ADVANCE that it is in the best interest of the State to 

reimburse all or part of the actual reasonable and necessary relocation expenses

as an incentive to recruit employees to positions that are designated by the DGS 

as difficult to fill or because of outstanding qualifications of the appointee OR 

due to unusual and unavoidable hardship by reason of the change in residence.

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 (transfer or lateral transfer) 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).  As allowed in Department of Personnel Administration (DPA) Rule 599.714.1 at the discretion of the Director, Department of General Services, you are approved to receive partial reimbursement for relocation costs as follows:

The allowances for relocation expenses are as follows and described in detail on the enclosure “Household Goods Relocation Information:”

· (list allowable relocation costs).

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

