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OFFICE OF PRIME RESPONSIBILITY

Any questions or suggestions regarding this policy should be directed to the Human Resources Department.

1.
POLICY

It is the policy of Advanced Sciences and Technologies, LLC (AS&T) to reimburse eligible employees for actual and reasonable expenses associated with temporary work assignment within the Continental United States.

a. Require a written approval authority for relocation authorization.

b. Require an employee to sign a permanent Relocation Authorization and an Employee Repayment Agreement respectively, as a prerequisite to relocation.

c. Audit relocation agreements for proper authorization.

d. Require adequate accounting for relocation expenses.

2.
ELIGIBILITY
Employees are eligible for temporary assignment expenses under this policy if all of the following conditions apply:

a. They are classified as exempt full-time employees.

b. The employee’s former residence is beyond a reasonable commuting distance from the location to which he/she is being temporarily assigned.

c. The benefits to the Company of the temporary assignment offset the cost of the assignment.
d. The cognizant Vice President/Manager at the location to which the employee is being temporarily assigned approves the specific category of expense.

3.
DEFINITIONS
3.1 Continental United States
For the purpose of this policy, the Continental United States are the 48 continuous states, including the District of Columbia but excluding Alaska and Hawaii.

3.2 Temporary Assignment
A temporary assignment is a period of not less than 30 days, but not intended to exceed 12 months.

3.3 Legal Dependents
An employee’s dependents are those dependents (as defined by the Internal Revenue Service) who are actually residing with and are members of the employee’s household on the date of his/her agreement to accept the temporary assignment.

4.
GENERAL
4.1 Authorized Costs
Only costs that are authorized and actually incurred will be reimbursed.

4.2 Assignment Prerequisites
As a prerequisite to a temporary assignment, all employees will be required to agree to and sign a Temporary Work Assignment Authorization and Acceptance of Terms and Conditions form and Temporary Work Assignment Employee Repayment Agreement form approves by the Humans Resources Department.

Before approving Temporary Work Assignment Authorization, the responsible manager should provide a justification for the temporary work assignment.

4.3 Related Forms
Copies of the forms required by this policy are attached to this policy and are listed below:

a. Temporary Work Assignment Authorization and Acceptance of Terms and Conditions

b. Temporary Work Assignment Employee Repayment Agreement

c. Expense Voucher

d. Travel Authorization and Request for Cash

5.
ALLOWABLE TEMPORARY ASSIGNMENT COSTS
5.1 Transportation
5.1.1 General
Subject to prior approval, employee and his/her family (dependents per Internal Revenue Service regulations) may travel by normal means of public transportation or by private automobile.

Allowances stated herein for the trip to the temporary location are also authorized for the return trip.
5.1.2 Travel by Public Transportation
Travel by tourist or coach class transportation is authorized. First class air transportation may be authorized where coach or tourist class is not available.

Travel by other means of public transportation (e.g. train, bus. Etc.) is authorized but will not be reimbursed for more than the cost of tourist class air travel.

5.1.3 Travel by Private Automobile

Approved travel by private automobile will be reimbursed at the rate applicable by the Federal Travel Regulation (Section 302-2.3) at the time of the temporary work assignment plus tolls.

Mileage allowance will be based on the most direct route as shown in the current addition of the Rand McNally highway mileage chart, plus ten percent for detours and seasonal problems.

Employees traveling by private automobile are expected to average 400 miles per day and should include weekends in their travel time.

Request for reimbursement for this travel will be made by means of weekly Expense Voucher.

5.2 Authorized Trips
Employees on temporary assignment within the continental limits of the United States who do not take their dependents are authorized one round trip home every four weeks.

5.3 Lodging and Meals
An allowance to offset the additional cost of meals, lodging, and incidental items incurred by employees and their dependents during the period of temporary assignment is authorized as follows:

a. During Travel to New Location – During travel to the new location, actual and reasonable expenses are authorized. While traveling to and from the temporary work location, regardless of where the temporary location is located, the employee is entitled to a per diem/incidentals allowance. The spouse is entitled to 75% of the per diem rate. 75% of the per diem rate is allowable for dependents 12 years and older and 50% of the per diem rate is allowable for dependents under 12 years of age. The allowable per diem are subject to change therefore, please contact the accounting department for current rates.

b. Following Arrival
For the first 15 days following arrival, actual and reasonable expenses are authorized. After the first 15 days:

(1) If the employee is required to maintain two homes and his/her family does not accompany him/her, actual and reasonable expenses for rental and utilities for the home away from home are authorized. Receipts must be submitted with the Expense Voucher. In addition, a per diem meal allowance is authorized; contact accounting department for current rates.
(2) If the employee is required to maintain two homes and his/her family accompanies him/her, actual and reasonable for rental and utilities for the home away from home are authorized. In addition, a per diem allowance is authorized; contact the accounting department for current rates.
(3) If the employee has only the cost of the home at his/her temporary location, he/she will be reimbursed for the difference between the rent he/she must pay at the new location and the rent paid at the former location. A meal per diem allowance is authorized; contact the accounting department for current rates.

5.4 Household Effects
5.4.1 Duration of Less Than Six Months
If the entire duration of the stay at the temporary location is intended to be less than six months, the cost of the packing, shipping, insuring and unpacking up to 1500 pounds of household goods are reasonable personal effects is authorized.

5.4.2 Duration of Six Months or More
If the entire duration of the stay at the temporary location is intended to be six months or more, the cost of packing, shipping, insuring, and unpacking up to 5000 pounds of household goods and reasonable personal effects is authorized.

5.4.3 Shipment and Carrier

Shipment of household goods should be limited to those items necessary for semi-permanent residence.

The carrier for the movement of the household effects will be selected by the Purchasing Agent/Designee; three bids are necessary.

5.4.4 Insurance
Insurance covering the loss or damage of an article is automatically provided by the moving company in accordance with Interstate Commerce Commission regulations.

The mover’s maximum liability for damaged or lost articles is limited to its weight at $1.25 per pound under this coverage. The cost of this insurance is included in the moving cost.

Any claims against the carrier arising out of the move are the responsibility of the employee. The Purchasing Agent/Designee will, however, use whatever influence he/she can to help settle the claim.

5.5 Automobiles
5.5.1 Duration of Less Than Six Months
If the entire duration of the stay at the temporary location is intended to be less than six months and if the employee does not drive his/her own automobile, a rental compact automobile may be authorized by the cognizant Vice President. The Human Resources Department will be requested to negotiate the rental in order to obtain an AS&T’s discount.

If the Company rents an automobile for an employee on a mileage charge basis, any personal travel other than that which is considered reasonable must be paid by the employee (see 5.1.3)

5.5.2 Duration of Six Months or More
If the entire duration of the stay at the  temporary location is intended to be six months or more, the Company will pay an amount equal to the authorized rate allowed by the Federal Travel Regulation at the time of the temporary work assignment plus tolls from the employee’s residence to his/her new location to cover the cost of having his/her automobile relocated.

This payment is limited to two automobiles.

5.6 Payment of Wages – Existing Employees Only

While in transit to his/her new location, a transferring (existing) employee will receive full pay for all scheduled workdays that fall within his/her authorized travel period.

All scheduled workdays spent in transit to the new location that are in excess of the authorized travel days must be charged to the employee’s accrued vacation time or considered as a personal leave of absence without pay.

5.7 Cash Advance and Reimbursement of Expenses
Initial cash advances against temporary assignment expenses are limited to the authorization mileage and estimated temporary living expenses for the authorized mileage and estimated temporary living expenses for the authorized travel period.

Cash advances may be obtained through use of a Travel Authorization and Request for Cash (TAR), after approval by the cognizant Vice President.

5.8 Reimbursement for Expenses
All approved allowable temporary assignment expenses, except those covered by cash advances and those shown in paragraph 5.9, will be reimbursed on employee’s approved Expense Voucher.

5.9 Movement of Personal Effects
Approved expenses incurred in moving personal effects and household goods will be paid directly to the carrier by the Company.

6.
RESPONSIBILITIES
Responsibilities for the administration of this policy are as indicated in the following paragraphs.

6.1 Approval Cycle for Temporary Work Assignment
Standard Policy No. 8001 addresses the approval cycle for temporary work assignments.

6.2 Cognizant Human Resources Manager
The cognizant Human Resources Department is responsible for:

a. Preparing the Temporary Work Assignment Authorization and entering required cost information on the form.

b. Coordinating with the cognizant Vice President for approval of any allowances not specifically authorized herein.

c. Preparing the Temporary Work Assignment Employee Repayment Agreement form.

d. Generating a letter informing the employee of the intended length and location of the temporary work assignment; in addition, Human Resources also send the employee and his/her manager a letter informing the employee that the temporary work assignment will soon expire.
e. Approving and distributing both the Temporary Work Assignment Employee Repayment Agreement and the Temporary Work Assignment Authorization and Acceptance of Terms and Conditions forms when they are completed.
f. Approving and distributing ass follows, copied of the Relocation Authorization upon completion:

(1) Original – Accounting Department

(2) Copy 1 – Personnel Records

(3) Copy 2 – Purchasing Agent

(4) Copy 3 – Employee

6.3 Purchasing Agent/Designee

Upon receipt of his/her copy of an approved Temporary Work Assignment Authorization, the Purchasing Agent/Designee is responsible for:

a. Selecting a moving company.

b. Arranging for the move by coordinating with the employee and the moving company.

c. Preparing and distributing an approved Purchase Order.

d. Providing the employee with continuing assistance, as required, until the move has been completed.

e. Approving all invoices received from moving companies and distributing copies to the Accounting Department and the employee.

6.4 The Accounting Department – Paying and Accumulating Company Moving Costs
The Accounting Department is responsible for the following:

a. Coordinating, computing, and authorizing temporary assignment costs or allowances.

b. When an invoice for moving household effect is received, and there is a properly approved Purchase Order and a Relocation Authorization on file for the employee who has moved. The invoices will be reviewed and approved for processing and payment.

c. When invoices are paid, costs will be identified as either direct or indirect.

d. For each employee relocated, the total direct and indirect costs will be accumulated.

e. The total costs incurred in relocating an employee will be reported as income to the employee for the calendar year in which relocation costs are paid.

f. All costs are in accordance with FAR 31.205-35 (Relocation Cost) and the Federal Travel Regulations.

6.5 Program Manager
Management is responsible for:

a. Authorizing temporary assignment.

b. Discussing the location, length, and specific duties of the assignment.

c. Co-approving the Temporary Work Assignment Authorization Form.

d. Approving all Expense Vouchers associated with the temporary work assignment.

6.6 Contracts Administration
The Contracts Department is responsible for direct-charge temporary work assignments by:

a. Reviewing the Temporary Work Assignment Authorization to ensure that costs are correctly allocated to the project.

b. Informing the cognizant Program Manager as to potential disallowances and overruns related to temporary work assignments.

7.
APPROVAL OF EXCEPTIONS
Deviations from the standards set forth herein may only be approved by the President/CEO.

The following forms are incorporated into this policy by reference and can be found in the forms section:

· Temporary Work Assignment Authorization and Acceptance of Terms and Conditions
· Temporary Work Assignment Employee Repayment Agreement
· Travel Expense Voucher  
· Travel Authorization and Request for Cash (TAR)
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