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POLICY STATEMENT 

 
As part of Champlain College’s commitment to recruit high caliber, diverse full-time faculty and 

senior professional staff, the institution provides relocation assistance for eligible new full- time 

faculty and senior professional staff who, in order to accept employment at the College, must 

relocate to the Burlington, Vermont area. 

 
 

 

SECTION I PURPOSE OF THE POLICY 
 

To ensure the College reimburses reasonable relocation expenses for eligible new employees 

where this benefit would serve as a significant recruiting tool for divisions and departments.  

This policy also serves to ensure departments and divisions communicate the tax implications to 

their new employees and comply with federal tax laws. 

 
 

 

SECTION II ELIGIBILITY PROVISION 

 
Covered by this policy are reimbursements for reasonable expenses incurred for the 

relocation expenses of newly hired regular full-time ranked faculty and senior professional 

staff at the senior professional level (S-3) and above who live at least 300 miles from the 

College campus. Ranked faculty is defined as Professor, Associate/Assistant Professor. 

Ineligible are part-time and one-year non-renewable faculty (e.g. adjuncts and instructors), 

temporary and part-time staff. 

 
Should the relocated employee voluntarily terminate within the first 12 months of employment, 

t h e y  must refund to Champlain College the full amount of the relocation expenses the 

College paid within one (1) month of termination. By accepting relocation reimbursement, the 

employee acknowledges and confirms their acceptance of the terms of this policy. 

 
 

 

SECTION III COVERED REASONABLE EXPENSES 

 
Certain reasonable relocation expenses are reimbursable. "Reasonable" is defined as being 

within 10% of per diem rates established by the U.S. General Services Administration (GSA) 



 

 

for Vermont. In order for relocation expenses to be reimbursable, eligible new full-time ranked 

faculty and senior professional staff must incur those expenses within 12 months of their  

actual start date and receipts must be submitted within 60 days of the actual move. Late 

receipts will not be accepted. All expenses must be associated with moving household items 

from the former primary residence to the new primary residence. Champlain College does not 

provide insurance coverage for relocation purposes and is not responsible for losses or 

damages as a result of the move. A relocating employee's labor is not a reimbursable expense. 

Relocation payments may be subject to withholdings representing taxable income to the 

employee. See chart below for details. 

 
Expense Type Policy Components Taxable/Non- 

Taxable 

   

Total Reimbursable 

Costs 

College will pay:1--Up to $15,000 

($10,000 for a household of 2 or less 

individuals) per relocation for 

Administrator, Deans, and Management 2 
classifications and above; 

2-- Up to $5,000 ($3,500 for a household of 2 
or less individuals) for new employees who 
are full-time ranked faculty, Management 1 or 
Specialist 3 classifications. 

Non-Taxable, 

reasonable 

charges per IRS 

rules- 

Publication 521- 

Moving 
Expenses 

Shipment of 

Household Goods 

Reimbursement for shipment of 

household goods of employee and dependent 
family members is limited to 18,000 lbs. 
Three bids are required; lowest bid prevails. 

Non-Taxable 

House Hunting Trip One house hunting trip allowed. 

Payment of reasonable expenses for 

transportation, lodging, and car rental. Per 
diem allowed is GSA- Burlington, VT 

Taxable 

Enroute Meals Daily per diem per day based on GSA 

per diem rates plus 10% 

Taxable 

Transportation of 

Automobiles 

Transportation of up to 2 cars if point of 
departure is 700 miles or more 

from point of departure to campus location 

where employee will work. 

Non- Taxable 

En-route Travel Reasonable lodging expense- GSA per 

diem rate plus 10%. 
Mileage reimbursed at $0.555 (55.5 cents) 
per mile for travel of average of 
300 miles per day using most direct route. 

Non-Taxable 

Temporary Living 

Expenses 

Covers lodging only Taxable 



 

 

 
 

 

 

SECTION IV REQUESTING REIMBURSEMENT 

 
To receive reimbursement of eligible expenses, a newly hired employee must submit 

receipts to The People Center. Receipts are required for any item over $15. Moving van line 

companies may invoice Champlain College directly if the new employee prefers and requires 

a letter from The People Center. All amounts paid by the College will be included on the 

employees’ W-2 submitted to the IRS at the end of the year. 

 
 

 

 
SECTION V RESPONSIBILITIES 

 
1. The Employment Manager, in collaboration with the hiring manager, drafts the Letter 

of Offer for the new employee, and reference the Champlain College Relocation 

Policy. A copy of the policy accompanies the Letter of Offer. 

 
2. New employees are responsible for obtaining a minimum of three written estimates 

and submitting for payment the invoice from the moving company with the lowest 

estimate. The new employee submits a spreadsheet listing the expenses and receipts 

taped in order to a separate piece of paper to The People Center for approval and 

payment. 

 
3. Hiring managers are responsible for following the provisions of the policy when 

offering relocation to a new hire. The Vice President, People and Technology is the 

responsible official for this policy. Any exceptions to this policy must be approved 

by the Vice President, People and Technology. 

 
4. Questions related to the interpretation of this policy should be directed to Vice 

President, People Technology. 
 

5. College does not pay for storage fees of personal and household belongings. 

 
 

 

 

The above is a summary only. Always refer to the applicable plan documents, policies or guides before making final 
decisions. The People Center’s policies and procedures are updated on an as-needed basis. As such, the College 
reserves the right to alter, amend or suspend the terms of this policy at its sole discretion; please refer to the policies 
posted on The People Center website for the most current version. This policy does not constitute an employment 
contract. 


