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Household Moving Allowance applications (master copy)- < 50 miles  &  > 50 miles


INTRODUCTION
PURPOSE
This guideline incorporates directives from the State of South Dakota governing the shipment of household goods for the recruitment of professional employees and the transfer of state employees.  This guideline provides directions for the application procedure and preparation of payment documents.

ENCLOSURES
This guideline includes several supplements and the Household Moving Allowance application form.  The supplements are designed to convey regulatory mandates to recruited professional employees and current state employees accepting a departmental transfer.  Please use the application form and supplements as a master copy for future transactions.  Additional forms and supplements are available in the Accounts Payable Office.


GENERAL AUTHORITY
STATUTORY
South Dakota Codified Law, SDCL 3‑9‑9 through SDCL 3‑9‑12, establishes authorization for the shipment of household goods.

ADMINISTRATIVE RULES
South Dakota Codified Law grants authority to the State Board of Finance to establish administrative rules governing the shipment of household goods as set forth in the Administrative Rules of South Dakota (ARSD) Chapter 5:01:07.  SDCL also grants authority to the Board of Finance to make final approval of all requests for household moving allowance.

LEGISLATIVE INTENT
1.
Recruited professional employees.  The legislature intended Household Moving Allowance as a recruitment tool to secure highly qualified personnel who might not otherwise accept employment with the State of South Dakota.  It follows that Household Moving Allowance must have been a matter of negotiation during the hiring process.  Payment of Household Moving Allowance should not be considered automatic for every new employee.

2.
Transferred state employees.  The legislature intended Household Moving Allowance for state employees accepting departmental decisions to transfer the employee to a new post of duty.

STATE AUDITOR POLICY
South Dakota Codified Law grants authority to the State Auditor to establish procedural and interpretive guidelines in the absence of formal provisions declared by the State Board of Finance.

ACCOUNTS PAYABLE OFFICE REFERRALS
The Accounts Payable Office will assist departments with the interpretation of regulations, policies and procedures concerning Household Moving Allowance.  The Accounts Payable Office will attempt to find feasible solutions to issues which are not normally addressed by administrative rule or standard procedures. 


ELIGIBILITY REQUIREMENTS
PROFESSIONAL EMPLOYEE RECRUITMENTS
Household Moving Allowance may be paid to persons recruited and hired to fill positions which have been defined as professional positions by the Board of Finance.  The conditions are as follows:

1.
A professional is an employee receiving an annual salary equal to or greater than the minimum annual salary for E Series Grade 13 (FY 2009 - $26,608) as set forth in the pay grade schedule filed with the Bureau of Personnel pursuant to ARSD 55:01:18:01.01; and
2.
A written copy of the offer of employment for the professional position which contains an offer of payment of moving expenses from the appointing authority must accompany the application for  Moving Allowance.


ARSD 5:01:07:07


ARSD 5:01:07:08

Current salary schedule is available on the Bureau of Personnel website at: http://www.state.sd.us
STATE EMPLOYEE TRANSFERS
Household Moving Allowance shall be paid to state employees transferred to fill a position at the new post of duty.  The conditions are as follows:

1.
The individual is a full‑time employee with a minimum of six months of continuous employment; and

2.
The state employee shall be transferred to fill a full‑time position by the appointing authority.


SDCL 3‑9‑9

NOTE:  This applies only to departmental/agency transfers, but not to actual changes in position where position vacancy was advertised and coincidentally filled by a departmental/agency employee.  This situation should be handled in the manner as professional recruitments; that is, no interim meals and lodging can be allowed.

State Auditor Policy


APPLICATION FOR HOUSEHOLD MOVING ALLOWANCE

STATE EMPLOYEE TRANSFERS
The application form shall be completed as follows (refer to attached illustration):

1.
Check the box indicating a STATE TRANSFER (SDCL 3‑9‑9) and enter the employee's initial hire date which constitutes the start of continuous state employment, minimum of six months;

2.
Complete the application section by providing the name of the applicant (transferee), address moving from, statement of salary and number of months, new position title, agency employed by, date of move.  The transferee shall sign and date where indicated;

3.
Authorization section shall be completed, signed and dated by the Dean, Director or Department, as appropriate;

4.
Forward the original and three copies of the application form to the Accounts Payable Office within five working days of the decision to transfer the employee.

Upon approval by the State Board of Finance, two copies of the application form will be returned to the department.

RECRUITED PROFESSIONAL EMPLOYEES
The application form shall be completed as follows (refer to attached illustration):

1.
Check the box indicating a PROFESSIONAL RECRUITMENT (SDCL 3‑9‑12);

2.
Complete the application section by providing the name of the applicant, address moving from, statement of salary and number of months, new position title, agency employed by, date of move.  The recruited professional shall sign and date where indicated;

3.
Authorization section shall be completed, signed and dated by the Dean, Director or Department, as appropriate;

4.
Forward the original and three copies of the application form to the Accounts Payable Office within five working days of the decision to hire the employee; and

5.
Four copies of the written offer employment must also be attached to the application forms.  The written offer of employment must include a statement of position, salary, indicate number of contract months, starting date, and reimbursement for the shipment of household goods will be limited to the extent authorized by statute.

Upon approval by the State Board of Finance, two copies of the application form and written offer will be returned to the department.


EMPLOYEE FORFEITURE OF HOUSEHOLD MOVING EXPENSES
When an employee leaves the employ of the state within six months following the move, the employee shall repay the state the cost of the move paid by the state unless the employee was unable to continue due to illness or injury or was dismissed.  
ARSD 5:01:07:10


REIMBURSEMENTS LIMITS
FOR HIRE CARRIER
1.
Recruited professional employees.  Reimbursement for allowable household moving expenses incurred through a for hire carrier (licensed commercial carrier such as United Van Lines) may not exceed one month's salary.

2.
Transferred state employees.  Reimbursement for allowable household moving expenses incurred through a for hire carrier (licensed commercial carrier such as Allied Van Lines) may not exceed the cost of moving 11,000 pounds.


ARSD 5:01:07:01

PRIVATE CARRIER
1.
Recruited professional employees.  Reimbursement for allowable moving expenses incurred through a private carrier (U‑Haul, Ryder Truck, etc.) may not exceed of one month's salary.

2.
Transferred state employees.  Reimbursement for allowable moving expenses incurred through a private carrier (U‑Haul, Ryder Truck, etc.) may not exceed the cost of moving 11,000 pounds by a for hire carrier.  The employee shall document cost estimates submitted by a for hire carrier before reimbursement is made.


ARSD 5:01:07:02

MOBILE HOME MOVING EXPENSE ALLOWANCE
Reimbursement for allowable moving expenses incurred through a licensed mobile home transport company for transporting a mobile home containing household furnishing, appliances and personal affects may not exceed one month's salary.


ARSD 5:01:07:04

NOTE:  State Auditor policy does not normally permit the interstate move of mobile homes.


ALLOWABLE EXPENSES
STORAGE EXPENSES 

In conjunction with allowable household moving expenses, as identified below as item number 12, storage expenses will only be allowed for one public bonded storage company per move.  Storage expenses are also allowed only at the point of origination or the point of destination but not both.  ARSD 5:01:07:06

HOUSEHOLD MOVING EXPENSES
Reimbursement of allowable household moving expenses for state employees and for recruited professional employees applies only to expenses for moving household furnishings, appliances, and personal effects of the individual and family members.  Allowable moving expenses include the following:

1.
Packing containers, packing, and unpacking;

2.
Extra pickup or delivery;

3.
Labor charges to a licensed commercial carrier only;

4.
Auxiliary service necessary for pickup;

5.
Service bulky articles, loading and unloading charges;

6.
Piano or organ carry charges;

7.
Waiting time, not the fault of the carrier, per vehicle;

8.
Empty mileage charge;

9.
Elevator, stair and excessive distance carry charge involved in pickup or delivery;

10.
Overtime loading and unloading;

11.
Reweighing charge;

12.
Storage‑in‑transit and warehouse handling charges;

13.
Valuation charges;

14.
Service of household appliances or other articles requiring special servicing for safe transportation, carrier servicing of appliances or articles at origin, and carrier reservicing of appliances or articles at destination;

15.
Papering and padding;

16.
Wrapping or metal banding or both; and

17.
Skirting, blocking, and other necessary expenses incurred in the transportation and relocation of a mobile home.


ARSD 5:01:07:03

MOBILE HOME EXPENSES
In addition to allowable household moving expenses, reimbursement of allowable mobile home expenses for transferred state employees and recruited professional employees shall include freight charges through a licensed mobile home transport company.  Freight charges for transportation shall be computed by multiplying the miles traveled between the former and new station at the mileage rate charged by the commercial mover.


ARSD 3:05:04:01


ARSD 5:01:07:04

TRAVEL EXPENSES
1.
Recruited professional employees.  Reimbursement of travel expenses incurred during the relocation of a recruited professional employee is not allowable.

2.
Transferred state employees.  In addition to moving expenses, all state employees are eligible for reimbursement of mileage, per diem and other travel expenses incurred from the old post of duty to the new post of duty.  This travel reimbursement is limited to only one trip from the old post of duty to the new post of duty.  Return trips and round trips between the former and new duty posts are not allowable.


Transfer decisions should be made sufficiently in advance to allow time for the employee to make necessary arrangements to move household members and belongings prior to assuming duties at the new post of duty.  In the event, the transfer decision does not give the employee reasonable opportunity to make arrangements, the payment of meals and lodging for a period not to exceed 20 working days is permitted only upon prior approval.  A written request shall be submitted to the Accounts Payable Office as soon as the situation arises.  


However, if the move is delayed at the personal convenience of the state employee, for instance, the move is delayed until the end of the school term, travel and subsistence costs shall be borne solely by the employee.


ARSD 5:01:02:01


ARSD 5:01:02:14


ARSD 5:01:07:05


PAYMENT OF HOUSEHOLD MOVING EXPENSES
FUNDING
A central source of funds for Household Moving Allowance disbursement is not available.  Departments shall utilize available personnel services budget resources to process such payments.  A reallocation of the O & M budget pools to the personal services budget can provide the necessary funds, but a request must be submitted to the Budget Office.

EXPENDITURE CODING
1.
Allowable moving expenses.  Expenditure code 2110, Moving Expenses Paid, shall be used only to record moving expenses.

2.
Allowable travel expenses.  Appropriate travel expenditure codes shall be used to record allowable travel expenses (refer to the Travel Expenses within the Allowable Expenses section).

RECEIPTS
Reimbursement of Housing Moving Expenses shall be based on original receipts properly itemizing expenses and miscellaneous charges.  Examples of proper receipts include but are not limited to:

1.
Commercial carrier's bill of lading;

2.
Public bonded storage firm's invoice;

3.
Licensed mobile home transport company's bill;

4.
Truck leasing company's rental agreements;

5.
Gas, oil, and vehicle maintenance receipts;

6.
Cost estimates provided by commercial carriers (refer to Reimbursement Limits of Private Carriers).

NOTE:  Lodging and other travel related receipts are not allowable for recruited professional employees.  Labor charges from nonlicensed carriers are not allowable .

VOUCHER PREPARATION
1.
Allowable travel expenses.  Prepare a travel payment detail and direct pay document in Banner in accordance with state travel regulations.

2.
Household moving expenses.  Prepare a direct pay document in Banner.  The document shall be made payable to the employee.  Payment cannot be processed until the employee has properly filed a W-4 form with the Payroll Office.  Original receipts and a copy of the State Board of Finance approved household moving allowance application (copy with original signatures) shall be attached to the payment voucher.


SCHEDULE A - PROFESSIONAL RECRUITMENTS
1.
Prior approval of the State Board of Finance is required for applications of Household Moving Allowance as authorized by statute.

2.
The original and three copies of the application form and the written offer of employment shall be signed and dated by the recruited employee.

3.
Payment for allowable moving expenses incurred through a certified commercial carrier will be based on the carrier's bill of lading.  It should be understood that payment is limited to one carrier and for one shipment, only.  Split shipments or shipments made by more than one carrier are not authorized.  The payment shall not exceed the one month's salary.

4.
If shipment is made by rented truck or trailer (U‑Haul, Ryder Trucks, etc.), the payment will be based on proper receipts such as rental agreements with signed verification of payment, plus credit card or other proper receipts for any gas purchased for such vehicles.  The payment shall not exceed one month's salary.

5.
Allowable household moving expenses for recruited professional employees applies only to expenses for moving household furnishing, appliances and personal effects of the individual and family members (refer to the reverse side for a listing of allowable expenses.

6.
Travel reimbursement not allowable for recruited professional employees.

7.
If the recruited professional employee leaves the employ of the State within six months following the move, the employee shall repay the state the cost of the move paid by the state unless the employee was unable to continue due to illness or injury or was dismissed.


SCHEDULE A (continued)
Allowable moving expenses include the following:

1. Packing containers, packing, and unpacking;

2. Extra pickup or delivery;

3. Labor charges with proper documentation;

4. Auxiliary service necessary for pickup;

5. Service bulky articles, loading and unloading charges;

6. Piano or organ carry charges;

7. Waiting time, not the fault of the carrier, per vehicle;

8. Empty mileage charge;

9. Elevator, stair and excessive distance carry charge involved in pickup or delivery;

10. Overtime loading and unloading;

11. Reweighing charge;

12. Storage‑in‑transit and warehouse handling charges;

13. Valuation charges;

14. Service of household appliances or other articles requiring special servicing for safe transportation, carrier servicing of appliances or articles at origin, and carrier reservicing of appliances or articles at destination;

15. Papering and padding;

16. Wrapping or metal banding or both; and

17.
Skirting, blocking, and other necessary expenses incurred in the transportation and relocation of a mobile home.


SCHEDULE B - STATE EMPLOYEE TRANSFERS
1.
Prior approval of the State Board of Finance is required for applications of Household Moving Allowance as authorized by statute.

2.
The original and three copies of the application form shall be signed and dated by the transferee.

3.
Payment for allowable moving expenses incurred through a certified commercial carrier will be based on the carrier's bill of lading.  It should be understood that payment is limited to one carrier and for one shipment, only.  Split shipments or shipments made by more than one carrier are not authorized.  The payment shall not exceed the cost of moving up to a maximum of 11,000 pounds.

4.
If shipment is made by rented truck or trailer (U‑Haul, etc.), the payment will be based on proper receipts such as rental agreements with signed verification of payment, plus credit card or other proper receipts for any gas purchased for such vehicles.  The payment shall not exceed the cost of moving 11,000 pounds by a commercial carrier (cost estimates may be required).

5.
Allowable household moving expenses for state employee transfers applies only to expenses for moving household furnishing, appliances and personal effects of the individual and family members (refer to the reverse side for a listing of allowable expenses).

6.
Travel reimbursement is allowable for state employee transfer but reimbursement is limited to only one trip from the former post of duty to the new post of duty.  Other conditions may arise in which payment of lodging and meals payment are approved.  Please make inquiries with your supervisor.

7.
If the transferred state employee leaves the employ of the State within six months following the move, the employee shall repay the state the cost of the move paid by the state unless the employee was unable to continue due to illness or injury or was dismissed.


SCHEDULE B (continued)
Allowable moving expenses include the following:

1. Packing containers, packing, and unpacking;

2.
Extra pickup or delivery;

3.
Labor charges with proper identification;

4.
Auxiliary service necessary for pickup;

5.
Service bulky articles, loading and unloading charges;

6.
Piano or organ carry charges;

7.
Waiting time, not the fault of the carrier, per vehicle;

8.
Empty mileage charge;

9.
Elevator, stair and excessive distance carry charge involved in pickup or delivery;

10.
Overtime loading and unloading;

11.
Reweighing charge;

12.
Storage‑in‑transit and warehouse handling charges;

13.
Valuation charges;

14.
Service of household appliances or other articles requiring special servicing for safe transportation, carrier servicing of appliances or articles at origin, and carrier reservicing of appliances or articles at destination;

15.
Papering and padding;

16.
Wrapping or metal banding or both; and

17.
Skirting, blocking, and other necessary expenses incurred in the transportation and relocation of a mobile home.


SCHEDULE C - TRANSPORTING MOBILE HOMES
1.
According to State Auditor Policy, interstate moves of mobile homes are not normally allowed.

2.
In addition to other allowable household expenses, payment for moving mobile homes will only be based on licensed mobile transport company's invoice of freight charges.

3.
Maximum payment for movement of mobile homes shall not exceed one month's salary.  The following are the only costs eligible for reimbursement:


a.
Freight charges for transportation which shall be computed by multiplying the miles traveled between the former and new station (residence) at the mileage rate assessed by the commercial mover.


b.
Skirting, blocking and other necessary expenses incurred in the transportation and relocation of a mobile home.
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