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	 MEMORANDUM


	
	


NEW EMPLOYEE AUTHORIZATION – REPRESENTED 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 appointment to the position of (insert classification title ensuring it is represented) with the Department of General Services, is effective (insert effective date of appointment at new headquarters).  (With advanced approval from the Director, Department of Personnel Administration (DPA), an employee who meets the criteria of professional and technically trained, MAY be reimbursed for one or all of the following):

· Six (.06) cents per mile one way from (insert city/state) to (city/state), regardless of your method of transportation (DPA Rule 599.723.1).  Expenses for travel expenses of members of your family will not be allowed.

· Movement of household goods up to $1000 in reimbursements for receipted expenses (Advance approval of the Department of Finance is required for any reimbursement that exceeds $1,000.  Therefore the following paragraphs may apply:)

We have requested approval from the Department of Finance to fully reimburse the cost of moving your household goods from (insert city/state) to (insert city/state).  This approval is subject to the weight and content limitations established in Department of Personnel Administration (DPA) Rule 599.718 and 599.724(a).  Please forward a copy of the mover’s estimate of expense at your earliest convenience.  Any amount over $1,000 in moving expense cannot be reimbursed until the Department of Finance approval has been received.

We will notify you when the requested approvals have been obtained.  Receipts are required for each item of expense.  All relocation reimbursement is subject to repayment under the following conditions.  If your travel and moving expenses have been paid and you do not continue your employment with the Department of General Services for a period of two years, you are obligated to repay the following percentage of the amount received as reimbursement for such travel and moving expenses:

· 100 percent if employed less than 6 months
· 75 percent if employed 6 months but less than 12 months

· 50 percent if employed 12 months but less than 18 months

· 25 percent if employed 18 months but less than 2 years

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

